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@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace
existing Commonwealth and/or agency policies.

The following HCM training materials are located on the Cardinal website (www.cardinalproject.virginia.gov) under
Learning

» Job Aids on topics across all functional areas

* Functional process and instructional videos

The Cardinal HCM Reports Catalog is located on the Cardinal website under Resources.
This course and all other Cardinal HCM training courses are available on the Cardinal Training Management System.

The system screenshots included in the Cardinal HCM training courses show system pages and processes that some users
may not have access to due to security roles and/or how specific responsibilities relate to the overall transaction or process
being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



/) Introductions
Y

Class Participant Introductions

* Please then share with the class the following information:
— Name
— Agency
— Role

— What is your favorite restaurant?



/p/ Course Objectives

After completing this course, you will be able to:

Explain how the Cardinal HCM functional areas work together

Hire an employee online (Personal and Job Data)

Enter job data updates (Transfer, Leave, Separation)

Review the mass upload options



/;/ Course Objectives
/

After completing this course, you will be able to:

Enter and maintain Disciplinary Actions

Run a Query



Agenda
b ra

Overview of Cardinal HCM

Key HCM Concepts

Setup and Maintain Employee HR Data
Maintain Employee Pay

Maintain Additional HR Data

Running Reports and Queries




} Lesson
y4
n Overview of Cardinal HCM

This lesson covers the following topics:

« Cardinal HCM data supports the administration of:
— Human Resource (HR)
— Benefits (BN)
— Time & Attendance (TA)
— Payroll (PY)



)/ Cardinal HCM Human Resources

The Human Resources (HR) functional area contains all employee HR data related to the
employee lifecycle. The business processes and sub-processes that make up the core HR
functionality enable agencies to add and update:

« Position data (e.g., job code, department, location)
«  Employee personal data (e.g., name, address)

Human Resources

«  Employee job data (e.g., salary, hourly rate, pay group)

HR data maintained in the Human Resources functional area feeds into and supports all of
the other HCM functional areas.

Cardinal HCM allows for the interfacing of HR data (e.g., personal, position, employee job
data) from agency systems to Cardinal HCM.

The personal data record for an employee working in multiple agencies is shared by the
applicable agencies.



p/ Cardinal HCM Human Resources (continued)

The following HR business processes and sub-processes are part of Cardinal HCM:

« Set Up and Maintain Employee HR Data

Create and Maintain Position

— Hire/Rehire Employee

- Maintain Employee Data

— Transfer Employee

- Enter and Maintain Leave Status

- Separate Employee

- Mass HR Data Maintenance

- Update Employee Compensation

Human Resources

« Administer Salary Plans
- Administer Salary Plans

«  Maintain Additional HR Data
— Enter and Maintain Disciplinary Actions
- Enter and Maintain Performance Ratings
- Enter and Maintain Rewards and Recognition

All of this data is utilized by other functional areas in Cardinal HCM and Cardinal Financials.



/) Cardinal HCM Benefits

The Benefits Administration (BN) functional area includes all of the processes required to
maintain health benefits for the employees of the organization and their dependents.
Benefits data maintained in the Benefits functional area feeds into the Payroll functional area.

The Employee Job records from HR are required for employees covered by health benefits.
Benefits
COBRA letter processing, as well as COBRA enroliment, are administered
centrally by the Office of Health Benefits (OHB) triggered by data entered on the
Employee Job Record.

The following BN business processes and sub-processes are part of Cardinal HCM:

* Administer Event Maintenance
— Maintain Enrollments
» System Generated
* Forms Life Events
* Qualified Medical Support Court Orders (QMSCO)
* Retirement
» Deferred Compensation
* Annuity
*  Administer Open Enrollment
— Administer Open Enroliment
*  Administer COBRA
*  Benefits Reconciliation
— Healthcare Reconciliation
- VRS Retirement Reconciliation
 ACA Reporting



/) Cardinal HCM Time and Attendance

The Time & Attendance (TA) functional area contains two modules: Time and Labor (TL) and
Absence Management (AM). TA handles time and leave entry, as well as provides leave
balances. The Time and Attendance functional area is used to record productive and
non-productive time which drives pay for employees. Time entered feeds into the

Payroll functional area.

Employee Job records from HR are required for employees who use TA to
track time worked and leave.

The following TA business process and sub-processes are part of Cardinal HCM:

«  TA Employee Setup
— Enroll and Maintain Time Reporters and Comp Plan Enrollment
— Create and Maintain Schedules

« TA Capture
- Manage Time Entry
- Manage Absence Reporting

« TA Approval and Processing
— Administer Time and Processing
— Administer Absence Processing
— Administer Delegation

«  Payroll Integration and Cost Allocation
- Integration between Cardinal Time and Attendance and Payroll
— Cost Allocation of Time after Payroll

Time & Attendance
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/) Cardinal HCM Payroll

Payroll (PY) is the functional area that enables the calculation of earnings, taxes, and deductions.
The Payroll functional area is used to ensure that all employees are paid accurately and on time.
Employee Job records from HR are required for employees who will be paid out of Cardinal.

The following PY business processes and sub-processes are part of Cardinal HCM:

Maintain Employee Payroll Data

- Additional Pay

- Employee Deductions

- Employee Direct Deposits

- Employee Taxes

Using Single-Use Payroll Online Tool

- Enter Payroll Adjustments

- Approve Transactions

Process Payroll

- Create Paysheets

- Calculate Pay

— Confirm Payroll

Off-cycle Processing

Post Payroll

- Process Pay Period Tax Payments
— Process Pay Period Non-Tax Payments
Payroll Costing

— General Ledger Integration

— Accounts Payable Integration
Periodic Regulatory Reporting

— Audit and Adjust Employee Balances
— Prepare and File Regulatory Reports
— Calendar Year End

Payroll

11



/’) Cardinal HCM Modules
/

The functional areas work together to generate an employee’s paycheck.

Human Resources Benefits (BN) Time & Attendance
(HR) Medical (TA)
« Position « Time

Payroll (PY)

Earnings
Deductions

Taxes

Review Paychecks

Life Insurance

 Personal Retirement  Absences
+ Job ESA * Approval

TPA (TIAA, FBMC,
ICMA-RC)




/p/ Cardinal HCM Interfacing to Cardinal Financials

Cardinal @
A

Financials
Employee Journals COA
" E
Cal'd | n al P)r(gf?lr:asse Benefit &
Vendors Garnishment

H C M Payments

Hours

Pay Rate
—>
I

Personal &
Job Changes

l

Deductions

Financials: Expenses (EX), General Ledger (GL), Accounts Payable (AP) 13

HCM: Human Resources (HR), Benefits Administration (BN), Time & Attendance (TA), Payroll (PY)



}) Cardinal Effective Dating
/7

When entering new information related to existing data, such as a leave of absence, retaining the data already in the

database is imperative. To retain history, insert a data row identified by a date that indicates when the new information goes
into effect: an effective date.

Effective dating provides the ability to keep historical, current, and future-dated information and the ability to update existing
information without losing or overwriting the data already in Cardinal.

For further information on effective dating, see the Job Aid titled HR351 Overview of Effective Dating. This Job Aid can be
found on the Cardinal website in Job Aids under Learning.

System Date
(Today’s Date)

O

AUGUST SEPTEMBER
(o) (o) o o) O
Row Row ROW Row
Oct 9 Oct 28
\ J | |
! Y
Future Rows 14

Later than (>)
The System Date



/’) Cardinal Effective Dating Layer Cake
/

— — e —
[ —— I,
Future Rows Oct 28 s Rows waiting to be
Later than (>) — processed by Cardinal
The System Date — —
Oct 9
System Date — — /
Today’s Date Octl ~——-——-=-=—=-=—-—-—-----—---—-—-==-====-=-
— — o
current Row Row Cardinal is currently
Earlier than or equal to (<) Sep 15 ] using for processing
The System Date
— —
History Rows Aug 23 :
Earlier%han ) = — Rows Cardinal processed

The Current Row previously
- Aug 1




/j Cardinal Effective Dating (continued)

The Personal Record and Job Record Effective Dating impact each other and other functional areas.

The Effective Date of the hire on the Job Record cannot be prior to the Effective Date on the Personal Data Hire Record.

Benefit Program Participation Details )

*Effective Date | 11/10/2019

*Benefit Program ‘ SAL

. Salaried Employee Benefit Pgm

Q

Qverride Position Rata _
e of Birth | 05/01/1990 By M
Q

Currency Code USD

1
Work Location | Job Information | Job Labor Payroll Salary Plan Compensation 2
Biographical Details Contact Information ‘
S e Empl ID
Employee Empl Record 0
Work Location Details @ Q | 4 4i|/50f5[V]
Name
*Effective Date | 11/10/2019 Go To Row | [ ]l=
Effective Date  11/10/2019 Elaciive Sequenos 0 *Action Hire N
Format Type English HR Status  Active Reason | New Hire M
Display Name | Payroll Status  Active "Job Indicator | Primary Job M
History a
) ) 1 Position Number | BCCHR002 Q Test-Corr Ent Systems Analyst
Biographic Information

| 10f 1]V |

16



}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

-

True or False. The effective date does not impact anything in the system.

Y4

When completing a hire, the Personal Data page must be effective dated:
A. After the effective date of the Job Record
B. Prior to or equal to the effective date of the Job Record

VAN

Y4

True or False. When creating a new Position, there is no consideration given to the
effective date used.

AN

17
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7

19



}j Lesson Summary
/

n Overview of Cardinal HCM

In this lesson, you learned:

Cardinal HCM data supports the administration of:

— Human Resources (HR)

— Benefits (BN)

— Time & Attendance (TA)

— Payroll (PY)

All records in Cardinal HCM are effective dated and the importance of effective dates

Cardinal is a web-based Financial and Human Capital Management System

20



f Lesson
y4
‘ Key HCM Concepts

This lesson covers the following topics:

 HR Data Relationships
— Position Data
— Personal Data

— Employee Job Record

21



/y HR Data Relationships



}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

VAN

(
1. What three data types can be entered online or interfaced to Cardinal? (Select all that apply)
A. Positions
B. Personal Data
C. Weather Data
D. Job Data
\_
[
2. Does the approval process for a new position takes place in Cardinal?
A. Yes
B. No
\_
(
3. What type of data is entered first in Cardinal? (Select all that apply)
A. Direct Deposit Data
B. Personal Data
C. Position Data
D. Employee Data
\_

AN




}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

-

4. What type of data is entered second into Cardinal? (Select all that apply)
Personal Data

Direct Deposit Data

Position Data

Employee Data

COw>

Y4

What items are needed to complete entry of personal data? (Select all that apply)
Effective Date

Name

Date of Birth

SSN

Gender

Email Address

nTmoow»

VAN

Y4

Effective Date
Position

Home Address
Compensation
Benefits Program

mooOw>T

AN




Y/

» HCM Key Concept

@ POSITION DATA*

Position: DOA10001

Pos Descr: Sr Account
Analyst

Business Unit: 15100
Reports To: DOA10003

Position: DOA10002

Pos Descr: Sr Account
Analyst

Business Unit: 15100
Reports To: DOA10003

Position: ABC10012
Pos Descr: Store Clerk
Business Unit: 99900
Reports To: ABC10123

3 JOB DATA*

Empl ID: 00100123400

Empl Rcd: 0

Position: DOA10001
Business Unit**: 15100
Benefit Program: SAL
Reports To**: DOA10003
Pay Rate: 40,200.00/yr

Empl ID: 00100123600

Empl Rcd: 0

Position: DOA10002
Business Unit**: 15100
Benefit Program: SAL
Reports To**: DOA10003
Pay Rate: 38,200.00/yr

Empl ID: 00100123600

Empl Rcd: 1

Position: ABC10012
Business Unit**: 99900
Benefit Program: WGE
Reports To**: ABC10123
Pay Rate: 12.00/hr

*Fields/data elements listed are only a sample for representative purposes
**Indicates a field on job data that is inherited from position data

@ PERSONAL DATA*

Empl ID: 00100123400
Name: Jane Doe

Address: 123 Main Street,
Richmond, VA 23222

SSN: 123-45-6789

Empl ID: 00100123600
Name: Mark Thomas

Address: 123 Valley Dr,
Richmond VA 23222

SSN: 345-67-8999

25



}) Lesson Summary
/

‘ Key HCM Concepts

In this lesson, you learned:

« Position and job share a one-to-one relationship (for most agencies)

« The position is created and associated with a job before an employee is linked to the position
« Position numbers are unique IDs

« Employee personal data is required to save the new hire record

« Employee data is changed on the job record, not on the position

« Core employee data entered on the personal and job data pages is used by other HCM functional areas

26



f Lesson
y4
‘ Setup and Maintain Employee HR Data

This lesson covers the following topics:

« Creating and Maintaining Position Data

« Hiring or Rehiring an Employee

« Approving Employee Self Service Transactions
* Intra-Agency Transfer

» Inter-Agency Transfer

« Maintain Leave Status

« Separate Employee

« Mass HR Data Maintenance

27



@ Creating and Maintaining Position Data

Agencies using Cardinal to maintain employee job information and/or participant state health benefits must create/maintain
positions in Cardinal.

Agencies continue to utilize agency-specific systems or paper forms to capture position information and route for approvals
(e.g., agency budget, HR approvals) within the Agency.

Position Status defaults to “Approved”. Frozen status does not remove position from Employee Position Reporting (EPR)
report. Status Inactive removes position from EPR Report.

Positions:

* Required and tracked (vacant or filled)

» Created for all employees

» Created before employee is hired

« Changed at position level then conveyed to Employee Job Record

Position IDs :

« Unique for each agency and begin with three-character alpha prefix that represents Agency (the alpha prefix is Company)
« Parent Agencies can enter positions for child Agencies

« Each agency must develop a process to track the sequential Position IDs

For further information on Creating/Cloning Positions, see the Job Aid titled HR351 Managing Position Data. This Job

Aid can be found on the Cardinal website in Job Aids under Learning.
28



Creating and Maintaining Position Data (continued)

+ New Search

View Manage/Create Position

100 results found.

Position Number —_—
Q Chart ( ] No )
Description == Add
100 rows
- Position ey £ Reports Business Company Department Status Job Current Head
Position Status Mumher & Descnptlon o Tn & Lnit & L o = Code &8 Connt &
Position Number CJS02000
Headcount Status Open
Current Head Count 0
e =
Position Data Step 1 of 4: Paosition Data
Visited
- ) Effective Date 08/01/2021 Review Date
| 2 Spgclflclnfomatlnn Effective Sequence 0
~ Visfted “Position Months | 12.00 |
Reason Code NEW P -
| 3 | BudgetIncumbents Stmt of Economic Interest Reqd [ ] No )
e Visited p .
VPA Covered |_ Yes | )
Review and Submit
4 ot Started Position Information
*Position Status | Approved v Max Head Count |1 |
*Status | Active V| Status Date |05/29/2020
Action Date | 08/11/2021 SOC Code / Extension | 13-2011 Q |
Alternate Work Schedule Ii Yes \ :I Job Sharing Permitted l: ) No :I
Key Position Ii \ No :I Available for Telework l: ) No :|
Budgeted Position Ii Yes \ >| *EEQC-4 Job Category | No EEC-4 Reporting ~ ‘
Confidential Position Ii ] No :I Workers' Comp Code | 8810 |

Job | mation

Navigation: Navigator > Organizational Development > Position Management > Maintain Position Budgets > Manage

Position

29



»/ Creating and Maintaining Position Data (continued)

Updating Employee and Position Counts

« Cardinal’s custom Employee Position Reporting (EPR) tool resembles current DHRM EPR

— Generates required data to legislatively mandated reports

— Automatic batch process runs at end of month to enable Agency HR Teams to use EPR Tool
— HR Administrators and HR EPR Only Users use to update and certify filled Position counts correctly reflected

Employee Position Reports

Non-Faculty

*Effective Date
1911412020 General Fund

U Certified?  Non-Genl Fund

*Effective Date
11/01/2020 General Fund

O Certified?  Non-Genl Fund

*Effective Date

IR General Fund

Certified?  Non-Genl Fund

{ Nen-Faculty H Faculty H Totals |

Restricted
Headcount

115

0
Restricted
Headcount

115

0

Restricted
Headcount

10

1

Mon-Faculty | Faculty | Totals

Save | Return to Search | Notify |

Business Unit 14000 Dept of Criminal Justice Svcs

Restricted
FTE
115.00

0.00

Restricted
FTE
115.00

0.00

Restricted
FTE
9.00

1.00

Q |

NewWindow | Help [ Personalize Fage

130f25 | P»

Non-Restrict MNon-Restrict

Headcount
0

0

FTE

0.00

0.00

Non-Restrict Non-Restrict
FTE

Headcount
0

0

0.00

0.00

Non-Restrict Non-Restrict
FTE

Headcount
80 74.00
40 31.00

Wage
Headcount
12

0
Wage
Headcount
12
0
Wage
Headcount
0

0

Mo ViewAl

Wage
FTE

12.00
0.00
Wage
FTE
12.00
0.00
Wage
FTE
0.00

0.00

Navigation: Navigator > Workforce Administration > EPR Tool

30



» Creating and Maintaining Position Data (continued)

Faculty tab

‘ Non-Faculty H Faculty H Totals ‘

Business Unit 14000 Dept of Criminal Justice Sves

Employee Position Reports

Faculty
Effective Date
12/14/2020 General Fund
.
Certified? Nan-Genl Fund
Effective Date
11/01/2020 General Fund

Certified? Non-Genl Fund

Effective Date
General Fund

Non-Genl Fund

10/31/2019
Certified?

l Save H Return to Search ‘ ‘ Notify ‘

Non-Faculty | Faculty | Totals

Restricted Non-Restrict MNon-Restrict

Headcount

Wage
Headcount

Non-Restrict MNon-Restrict Wage

Headcount

Restricted
Headcount

Non-Restrict MNon-Restrict Wage

Headcount

Restricted
Headcount

New Window |

CAR

0

0

0

0

0

0

Wage
FTE

Wage
FTE

Wage
FTE

Personalize Page

View All




4/ Creating and Maintaining Position Data (continued)

Totals tab

MNew Window | Help | Personalize Page

‘ Non-Faculty H Faculty H Totals

Business Unit 14000 Dept of Criminal Justice Sves

Employee Position Reports

Totals Qi 1-30f25 ~| b M | ViewAl
MEL Salaried Salaried Wage Wage Overall Overall
Effective Date Headcount FTE Headcount FTE Headcount FTE
12/14/2020 132.00 | 115| 115.00 12 12.00 197 197.00
Certified?
MEL Salaried Salaried Wage Wage Overall Overall
Effective Date Headcount FTE Headcount FTE Headcount FTE
11/01/2020 132.00 115 115.00 12 12.00 197 197.00
Certified?
MEL Salaried Salaried Wage Wage Overall Qverall
Effective Date Headcount FTE Headcount FTE Headcount FTE
10/31/2019 132.00 130 115.00 0 0.00 130 115.00
Certified?

Save | Return to Search H Notify |

Maon-Faculty | Faculty | Totals

For further information on Using the EPR Tool, see the Job Aid titled HR351 EPR Tool. This Job Aid can be found on the
Cardinal website in Job Aids under Learning.



}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

-

1. Agency HR will have the ability to:
a) Add, Clone, Update Positions
b) Clone Positions only
c) Delete Positions

Y4

2.  What value defaults to unknown on the personal data record?
a) Name
b) Gender
c) Birth date

VAN

Y4

3. True or False. The Job Record does not require an effective date.

AN

33
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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%/ Hiring or Rehiring an Employee

Key Points about the Hire/Rehire business process include:

» Applies to both salaried and wage employees
» Also used when transferring an employee from one agency to another
« Link the employee to New Hire Checklist to guide them through the COVA New Hire tasks
« Job activity and changes viewed on Job Data page
— Stores all current and historical job data related to employee
— Use Effective Sequencing if multiple transactions with same effective date
Current Row History Row
[ Work Location H Job Information H Job Labor ‘ ‘ Payroll H Salary Plan ‘ ‘ Compensation ‘ Work Location H Job Information H Job Labor H Payroll H Salary Plan ‘ ‘ ‘Compensation |
Empl ID Empl ID
Employee EmplRecord 0 Employee EmplRecord 0
Work Location Details @ I Q | Tof2v| b M I Work Location Details @ I Q | M 4 202~ I
*Effective Date | 01/04/2021 Job History ‘ Go To Row | +| = "Effective Date | 11/10/2019 ‘ Go To Row +| =
Effective Sequence 0 “Action | Termination v Effective Sequence 0 “Action | Hire v
HR Status  Inactive Reason | Transfer Out hd HR Status  Active Reason New Hire .
Payroll Status  Terminated “Job Indieator | Primary Job M Payroll Status  Active “Job Indicator | Primary Job hd
0 Fistory ]
Position Number |UMWTSTO1  Q Instructor Position Number |UMWTSTO1 ~ Q Instructor
Override Position Data Override Position Data
Position Entry Date  11/10/2019 Position Entry Date  11/10/2019
Position Management Record Position Management Record
Regulatory Region  USA United States Regulatory Region  USA United States
Company UMW University of Mary Washington Company UMW University of Mary Washington
Business Unit 21500 University of Mary Washingten Business Unit 21500 University of hary Washington
Department 203101 Art and Art History Department 203101 Artand Art History
Department Entry Date 111012019 Department Entry Date  11/10/2019
Location CENTR University of Mary Washington Location CENTR University of Mary Washington
EstablishmentID | UMW Q University of Mary Washington Date Created  01/07/2021 Establishment ID | UMW a University of Iary Washington Date Created  05/06/2020
NMM\M ,‘\W e Sy Lemomnithtn o N o TN me

For further information on Cardinal Checklists see the Job Aid titled HR351 Using a Checklist. This Job Aid can be
found on the Cardinal website in Job Aids under Learning.



@ Hiring or Rehiring an Employee (continued)
Personal Data Information

Employee IDs
Prior to completing the new hire or rehire, the Agency HR does an Employee Search Match in Cardinal to find out if the new
hire already exists in the Cardinal system.

« If a match is not found, a new employee ID will be generated by Cardinal when the new hire action is completed.
« If a match is found (SSN and Name in system must match new entry), the Agency HR updates the applicable employee job
data record.

For agencies with their own HR systems that elect to interface with Cardinal HCM, an upload interface allows agencies to send
employee new hire records without an employee ID number. Cardinal then assigns this employee ID number as part of the
upload step. The process to complete a new hire upload interface is covered later in this course.

Temporary Social Security Number (SSN) is needed
Prior to starting the New Hire/Rehire process make sure that all of the new hire paperwork is in place.

On occasions, the employee’s SSN may not be available at the time an employee record is created in Cardinal, either because
the employee is a new hire and has not provided an SSN, or an employee is awaiting an SSN. In order to save the employee
record in Cardinal, the SSN field must be populated. It is therefore necessary to obtain a temporary SSN in order to save an
employee record when a permanent SSN is not available.

For further information on hiring an employee, see the Job Aid titled R2 HR351 Completing a New Hire. This Job Aid can be
found on the Cardinal website in Job Aid under Learning.

For further information on hot to assign a temporary SSN to an employee, see the Job Aid titled R2 HR351 Assigning and
Monitoring Temporary SSN. This Job Aid can be found on the Cardinal website in Job Aid under Learning. 37



#/ Hiring or Rehiring an Employee (continued)
/7 After completing the employee search match, if an employee id was not found you will click on the Add Person button and
the Cardinal system will auto-assign Employee ID;

Maw Window | Help | Personalize Pags

Add a Person

Person ID |NEW

Add Person

Search for Matching Parsons




}) Hiring or Rehiring an Employee (continued)
/

New Window | Help | Personalize Page
Biographical Details U Contact Information H Regional H Organizational Relationships H WA Person Info
Person ID
Name Q | 10of1 v | ViewAll
*Effective Date |D2III}5,"2EI21 + ‘ - ‘
*Format Type | English v|
Display Name Add Name

MWWW

39



};} Hiring or Rehiring an Employee (continued)
/

English Name Format

Mame Prefix
*First Mame
Middle Name

*Last Name

MName Suffix

Display Name
Formal Name

Mame

Name

OK | Cancel | ‘

Refresh Name

Help

40



/j Hiring or Rehiring an Employee (continued)

I L W e I e N N

Language Code ‘

Alternate ID ‘

[ Full-Time Student

S e I e Y "™ e N NN

Display Name l Edit Name |
Biographic Information
Date of Birth | Years 0 Months 0
Birth Country |U5A Q United States
Birth State | Q|
Birth Location | | [J Exclude Contact Information?
Biographical History Q | 10f1 ~ | View Al
“Effective Date ‘02f051’2021 | _+ | = |
*Gender ‘ Unknown V|
*Highest Education Level ‘ Not Indicated ""‘
“Marital Status ‘ Unknown V‘ As of ‘

41



/,) Hiring or Rehiring an Employee (continued)
/

\F—M‘"‘Jm\r""j\—-n—u-f-‘\MW“J\L‘WMM—N‘ﬁ*hmw“f-h\/mthﬂawwWw”Mwm
¥ National ID
B Q f1 ~ View All
*Country *National ID Type National ID Primary ID
USA Q Social Security Number v + —
‘ Save | Motify Refresh Add Update/Display Include History
Biographical Details Contact Information Regional Organizational Relationships | VA Person Info

Note: The National ID field is required for all employees. Employees without a Social Security Number (SSN) are
assigned a temporary number until a permanent SSN is received. For further information on Monitoring Temporary SSN, 4,
see the HR351 Monitoring Temporary SSN. This Job Aid can be found on the Cardinal website in Job Aid under

Learning.



o,

V4

New Window | Help | Fersonalize Fagg
[ Biographical Details H Contact Information H Regional H Qrganizational Relationships H VA Person Info
Empl ID
Current Addresses
F Q 1-10f1 v | View Al
Address Type  As Of Date Status Address
Home 11/01/2020 A Add Address Detail < -

N T R e W I O e e NIV

% Hiring or Rehiring an Employee (continued)

Address History

Address Type Home

Address History
“Effective Date | 11/01/2020 Address
Country |USA Q
*Status |A Q

Add Address

OK ‘ Cancel | ‘ Refresh ‘

New Window | Help |

Tof1 v

Personalize Pagg

43



#/ Hiring or Rehiring an Employee (continued)

The following address fields are required in order to save the personal data record:

e Address 1
« City
. State

» Postal Code (full 9-digit zip code not required)

Edit Address

Address 1

Address 2

Address 3

City

Postal

County

Country United States

OK

Cancel

State

New Window | Help | Personalize Pagé

Note: The state selected as part of the address has a direct impact on benefit options and payroll taxes.

44



%/ Hiring or Rehiring an Employee (continued)
/

The Phone Information section is required but does not have to be unique.
« Obtain and enter employee’s accurate Phone Type and Telephone Number if available.

The Virginia Information Technologies Agency’s (VITA) cloud-based Identify Access Management tool (Okta) authenticates
agency users and requires valid email address.
«  Preferred email address required to ensure all employees (active and inactive) have consistent access.

MWW NN J\wﬁv—\_m._z‘u\-\h_ P e e NV [P VO

Phone Information

H Q 1-10f1 « | ViewAll
*Phone Type Telephone Extension Preferred

Email Option Selection

@® Agency Provided Email O Pending Agency Provided Email O Employee Provided Email

Email Addresses

*Email Type *Email Address Preferred




}) Hiring or Rehiring an Employee (continued)

Employees can identify as multiple ethnic groups, which helps drive multiple reports and initiatives.

‘ Biographical Details ‘ Contact Infarmation ‘ Regional | ‘ VA Person Info
Person ID
“Eusa
Ethnic Group Q | 1of1 ~ | View Al
Regulatory Region |USA Q ‘ United States + | - |
Ethnic Group | BLACK Q|
—— Black/African American
O Primary
History Q | 10f1 v | View Al
. pr— . | pr— + =
Effective Date |04/10/2019 x| Date Entitled to Medicare |08/01/2056 [f]| S I
Citizenship (Proof 1) | | Citizenship (Proof 2) | |
Eligible to Werk in U.S.
Veteran
Military Status | Not indicated v|
Military Discharge Date Edit Discharge Date

R NI e SR Y WPV NP G Y VPRV N S NI N P N Y e VN



f) Hiring or Rehiring an Employee (continued)
To add an Employee Relationship:
1. Selectthe Employee checkbox

2. Select “Hire” from the Select Checklist Code drop-down menu
3. Click the Add Relationship button

Mew Window | Help | Personalize Page

Biographical Details H Contact Information H Regional H Organizational Relationships H WA Person Info

Person ID

Choose Org Relationship to Add

(J Employee
[J Contingent Worker
[J Person of Interest

Select Checklist Code hd @

Add Relationship

l Save H Notify ‘ | Refresh | ‘ Add | ‘ Update/Display ‘ ‘ Include History

Biographical Details | Contact Information | Regional | Organizational Relationships | VA Person Info




f/ Hiring or Rehiring an Employee (continued)

Key points about the Hire/Rehire business process include:
«  Effective date represents hire or rehire date (can be future dated)
- Effective date must be greater than or equal to effective date of Personal Data entered
« Action/Action Reason describes hire/rehire reason
— Action activates HR and Payroll statuses
— Reason activates Benefits status
«  Shared position data populates throughout employee’s Job Record
« Enter additional fields (e.g., employee class, pay group, frequency, compensation) on Job Data page

+ If employee has multiple jobs, they have one employee ID with multiple employee records

» Interface determines correct employee record number based upon agency, position, and employee type (for interfacing
agencies)

Note: The Action/Reason, Employee Class, and Job Code are key fields in the VRS file nightly extract from Cardinal to VRS.

VNAYV reconciliation will be difficult and time consuming if the incorrect data is entered.

For a further information on Action/Action Reason combinations refer to the Job Aid titled HR351 Action Reason Codes.
This Job Aid can be found on the Cardinal website in Job Aids under Learning.

For further information on hiring an employee, see the job aid titled R2 HR351 Completing a New Hire. This job aid can be
found on the Cardinal website in Job Aids under Learning.
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#/ Hiring or Rehiring an Employee (continued)

Job Data — Work Location

New Window | Help | Personalize Pagd

J Work Location ‘ ‘ Job Information ‘ ‘ Job Labor ‘ ‘ Bayroll ‘ ‘ Salary Flan ‘ ‘ Compensation ‘
Empl ID
Employee Empl Record 0
Work Location Details (@ Q | 10f1 v

“Effective Date |11ID1I202[} Go To Row | + ‘ — ‘

Effective Sequence | ID| *Action | Hire v

HR Status Active Reason | hd

Payroll Status  Active “Job Indicator | Primary Job v|

I Calculate Status and Dates

Current O

Position Number | Q

Override Position Data

Position Entry Date | |

WMWWMI

For further information on Action Reasons, see the Job Aid titled HR351 Action Reason Table. This Job Aid can be 49
found on the Cardinal website in Job Aids under Learning.



#/ Hiring or Rehiring an Employee (continued)

Job Data — Job Information

NEw wWindow | Help |

Personalize Pagy

‘ Work Location | [ Job Information ‘ Job Labor ‘ ‘ Payrall ‘ ‘ Salary Plan ‘ ‘ Compensation ‘
Empl ID
Employee Empl Record 0
Job Information Details @ Q | 1of1 v
Effective Date  11/01/2020 Go To Row
Effective Sequence 0 Action Hire
HR Status Active Reason New Hire
Payroll Status  Active Jeb Indicator  Primary Job
Current a
Job Code 69113 Security Officer IlI
Entry Date 11/01/2020 SOC Code
Supervisor Level Supervisor Name
Reports To DOCHROD1 Test-Director of Corrections
Regular/Temporary Regular Full/Part Full-Time
Empl Class v *Officer Code | MNane V‘
Regular Shift Nat Applicable Shift Rate | ‘
Classified Ind  Classified Shift Factor | ‘
Standard Hours @
Standard Hours | 40.00 Work Period W Weekly
FTE 1.000000
Adds to FTE Actual Count? (0 Encumbrance Override
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#/ Hiring or Rehiring an Employee (continued)

Job Data — Payroll

New Window | Help | Personalize Pagg

| Work Location H Job Infermation H Job Labor H Payroll H Salary Plan H Compensation ‘

Empl ID
Employee Empl Record 0

Payroll Information @ Q | 10f1 v

Effective Date  11/01/2020 Go To Row

Effective Sequence 0 Action Hire
HR Status Active Reason New Hire
Payroll Status Active Job Indicator Primary Job

0

Current

“Payroll System ‘ Payroll for Narth America hd

Absence System ‘ Other hd

Payroll for North America 2

Pay Group

Employee Type Q ‘ Holiday Schedule ‘ Q

Tax Location Code

Jo

| FICA Status \ Subject V\
Edit ChartFields

GL Pay Type

Combination Code

B ™o B pom e P LY Y T L W VNS S NI SN




#/ Hiring or Rehiring an Employee (continued)

Job Data — Payroll

ﬁﬁmﬂxmﬁmx}\ﬁﬂmwhﬁwﬁmmﬂmm Mrﬁ\q_ﬁﬂMw—@ﬁrﬁ—mﬂm

*Payroll System | Payroll for North America V‘

Absence System | Absence NManagement e

Payroll for North America (@

Pay Group ‘SM‘I

Q

Employee Type ‘ S

Semimanthly Class (SATFRIOT)

Q| saaried Holiday Schedule |HOLSAL Q| sal Holsch

Tax Location Code ‘750

Q| Richmond (City)

GL Pay Type ‘

Combination Code

Absence Management System

Pay Group |SM1

Setting

| @ use Pay Group Eligibility|
Use Pay Group Rate Type
Use Pay Group As Of Date

T i R

FICA Status \ Subject v|
Edit ChartFields
Q Semi-monthly Classified
Eligibility Group Ql
Exchange Rate Type | Q ‘
Use Rate As Of | "‘

B Y IR T I Y e
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/i

» Hiring or Rehiring an Employee (continued)
/

Job Data — Salary Plan

O Includes Wage Progression Rule

Job Data Employment Data Earnings Distribution Benefits Program Participation

oK H Cancel H Apply |

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

MNew Window | Help | Personalize Pagg
| Work Location | ‘ Job Information ‘ | Job Labor ‘ ‘ Payrall | ‘ Salary Plan ‘ | Compensation ‘
Empl ID
Employee Empl Record 0
Salary Plan Details @ Q | 10f1 w
Effective Date  11/01/2020 Go To Row
Effective Sequence 0 Action Hire
HR Status Active Reason MNew Hire
Payroll Status  Active Job Indicator Primary Job
Current O
[od )
Salary Admin Plan  SW : Statewide
Grade 4 ¢ Statewide Salary Grade 4 Grade Entry Date  11/01/2020
Step Step Entry Date

Refresh
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#/ Hiring or Rehiring an Employee (continued)

Job Data — Compensation

New Window | Help [ Personalize Pagg]
[ Work Location ’ Job Information H Job Labor [ Payroll ‘ ’ Salary Plan ’ Compensation
Empl ID
Employee Empl Record 0
Compensation Details & Q | 1ol ~
Effective Date  11/01/2020 Go To Row
Effective Sequence 0 Action Hire
HR Status  Active Reason New Hire
Payroll Status  Active Job Indicator  Primary Job
Current a
ICompensatinn Rate D.DOOODD@I I “Frequency ‘ AQ ‘ Annuall
» Comparative Information @
» Pay Rates @
I Default Pay Components I
Pay Components @
H Q 1-10f1 v
[ Amounts { Controls [ Changes [ Caonversion 1
“Rate Code Seq Comp Rate Currency Frequency Percent
)
gl al | of | A | al | al | +| -
I Calculate Compensation I
Job Data Employment Data Earnings Distribution Benefits Program Participation
oK ” Cancel H Apply I Refresh
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation
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/p/ Hiring or Rehiring an Employee (continued)

Job Data — Employment Data (Waged Employee)
Wage employee — The Person Employment Dates box does not populate.

New Window | Help | Personalize Page

I Employment Information I

Empl ID
Employee Empl Record 0
Organizational Instance 2
Organizational Instance Red 0 Original Start Date  01/01/2019 O Override
Last Start Date  01/01/2019 First Start Date  01/01/2019
Termination Date Years Months  Days
. -
Org Instance Service Date  01/01/2019 U Override v 1 17

Organizational Assignment Data (®

Instance Record
Last Assignment Start Date  01/01/2019 First Assignment Start  01/01/2019
Assignment End Date

Home/Host Classification Home Years Months  Days Time Reporter Data
. ~
Company Seniority Date Override he 0 0 0
. ~
Benefits Service Date  01/01/2019 U Override ¥ 2 1 17
. ~
Seniority Pay Cale Date  01/01/2019 L Override v 2 1 17
Probation Date
Professional Experience Date Last Verification Date
Business Title Work Order Clerk Position Phone
“Work Mode Cffice/Facility Worker - Tenure Status/Contract Type d
Alternate Leave Plan Q [ Alternate Work Schedule
VSDP Effective Date  01/01/2019
Agency Use Field 1 Agency Use Field 2 Agency Use Field 3
r EEusa
Job Data Employment Data Earnings Distribution Benefits Program Participation

[ Save || Return to Search H Previous in List || Next in List H Notify H Refresh . Update/Display . Include History ]




7

Job Data — Employment Data

Hiring or Rehiring an Employee (continued)

Salaried employee — The Person Employment Date box populates — HR Admin updates.

Employment Information

Employee
Organizational Instance

Organizational Instance Red 0
Last Start Date
Termination Date

Org Instance Service Date

Organizational Assignment Data (3

Instance Record
Last Assignment Start Date  02/05/2021
Assignment End Date

Empl ID
Empl Record u

Original Start Date
First Start Date

Years Months  Days

O Override 3 o 9

First Assignment Start  02/05/2021

Alternate Leave Plan

VSDP Effective Date

Agency Use Field 1

Person Employment Dates (2

Home/Host Classification Home Years Months  Days Time Reporter Data
. o,
Company Seniority Date Override “ 0 0 0
y ,
Benefits Service Date U Override g 0 0 0
. o,
Seniority Pay Calc Date D Override Yo 0 0
Probation Date
Professional Experience Date Last Verification Date
Business Title  Security Officer Il Position Phone
“Work Mode Office/Facility Worker A4 Tenure Status/Contract Type v

Q O Alternate Work Schedule

Agency Use Field 2

Continuous State Service Date
Leave Eligibility Service Date

Previous Months Of Service

rEusa

Job Data Employment Data

oK H Cancel || Apply ‘

Earnings Distribution

New Window | Help | Personalize Page]

O Qverride

0

Agency Use Field 3

Benefits Program Participation

Refresh
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#/ Hiring or Rehiring an Employee (continued)

Job Data Information — Benefits Program Participation

Job Data Employment Data

OK ” Cancel || Apply |

Earnings Distribution

Benefits Program Participation

New Window | Help | Personalize Page]
’ Benefit Program Participation
Empl ID
Employee Empl Record 0
Benefit Status @ \ Tof 1 v
o
Benefit Record Number 0 Go To Row
Effective Date  11/01/2020
Effective Sequence 0 Action Hire
HR Status Active Reason New Hire
Payroll Status  Active Job Indicator Primary Job
Current o
*Benefits System ini i
Y Benefits Administration v‘ l Benefits Emmlovee Statts Aclivel
Annual Benefits Base Rate | HEusp ACA Eligibility Details
Benefits Administration Eligibility ®
BAS Group ID Q|

Elig Fld 1 Q IE[[g Fid 2 Q l IE[[g Fld 3 Q I
Elig Fld 4 Elig Fid 5 | Elig Fld 6 |

Elig Fld 7 | Elig Fid 8 Q | IE[[g Fid 9 Q |

Benefit Program Participation Details @ Q | 1of1 v I View All
*Effective Date | 11/01/2020 | Currency Code USD + | = |
“Benefit Program | PSX Q| Sys delivered empty Ben Pgm

Refresh ‘
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}) Hiring or Rehiring an Employee (continued)

Navigation: Navigator > Workforce Administration > Personal Information > Citizenship > Identification Data

Citizenship/Passport

New Window | Help | Fersonalize Fage

Citizenship/Passport @

“Country | Q

Citizenship Status |

Person D

1of1 ~

Go To Row ‘ +‘ —|

R e I B N Y R Y Y Y AN NG 4

58



74 Hiring or Rehiring an Employee (continued)
/

The chart below outlines the criteria for using the three possible data entry methods.

Online Entry Mass Upload Interface

User-populated Excel template
Data Source Entered by user loaded by agencies, SPO, or System to system
PPS (as applicable)

Data Volume Low to moderate volume High volume High volume
Ad-hoc, Still adhere to Ad-hoc, infrequent, Still adhere | Ongoing, through scheduled
Frequency :
payroll calendar to payroll calendar batch processing
Invokes all online edits and | Invokes all online edits and Invokes all online edits and

Data Validation validations validations validations

Rudimentary error reporting by | Detailed errors are listed in error
Data errors are addressed | row number only. Errors must |report and must be fixed in the
during real-time data entry | be manually keyed into Cardinal | source system or manually keyed
or fixed in Excel and reloaded into Cardinal

Error Handling




}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

4 )
1. The Agency HR enters the following information on the Personal Data for the new Employee
a) SSN, birth date, name, business email address
b) Position and Job information
c) Compensation
\_ J
4 )
2. The Agency HR enters the following information on the Job Data for the new Employee
a) SSN, birth date, name, business address
b) Position, Job information, Compensation
c) Payroll Paysheet
\_ ) y y )
4 )
3. True or False. The Agency HR uses a New Hire Checklist to guide them through the new hire
process.
\_ J
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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}) Approving Employee Self Service Transactions

After reviewing required name change documentation the Agency HR Administrator navigates to the Approvals page to
approve or deny submitted name changes.

v Cardinal Homepage

Cardinal Message Board Cardinal Portal Approvals

0

Message(s) published today

0

Total active message(s)

Name Changes Return From Leave

Empl ID Empl ID

Perscnal Details Job Summary

Navigation: Cardinal Homepage > Approvals Tile




/;/ Approving Employee Self Service Transactions (continued)

Agency HR Pending Approval listing

View By | Type

@& Al

E Name Change

-
n

All

Name Change

To
Effective 01/21/2021

Routed
0172172021

1 row
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/) Approving Employee Self Service Transactions (continued)

Specific Name Change submission

Summary
Effective From 12/01/2020

Name Format English

Proposed Changes
Name After Approval

Last Name

Display Name

Formal Name

Name

w Change Request Details

Name Change Details

Approver Comments

Approval Chain

Approve

‘ Deny ‘

Employee ID

Before Approval

65



/) Approving Employee Self Service Transactions (continued)
Agency HR Submit Approval

Cancel Approve Submit

You are about to approve this request.

Approver Comments




}j Approving Employee Self Service Transactions (continued)

Agency HR saved approved transaction

< Pending Approvals

Pending Approvals

You have approved the request.

® w 0
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7

69



Intra-Agency Transfer

Movement of employee from one position to another within the same Agency
Agency HR updates employee’s Job Data page and all applicable data fields (e.g., compensation)
Action and Action Reason fields maintain active HR and Payroll Statuses

When completing a change from a wage position to another wage position it is no longer necessary to terminate the
wage/hourly employee and rehire them into a new wage/hourly position. To complete this type of transaction HR Admin
will simply insert a row and select Action of Transfer and the applicable Reason. Use the Configuration Workbook to
determine the appropriate Reason

If moving an employee from a Salary position to a Wage position or a Wage position to a Salary position, the
Action/Reason for the movement out of the position is Termination/Resignation

If moving an employee from a Salary position to a Wage or a Wage position to a Salary position, the Action/Reason for the
movement into the new position is Hire/New Hire. This movement requires the agency to add a new employee instance
(employee record) during the Hire process

Be mindful that the Benefits Administrator will need to re-elect benefit elections of the employee once the transfer process to
the receiving agency is complete. See Job Aid titled 361 Benefits Quick Reference Guide for more details. This Job Aid
can be found on the Cardinal website in Job Aids under Learning.

For detailed information on Intra-Agency Transfers, see the Job Aid titled HR351 Intra-Agency Transfer. This Job Aid can
be found on the Cardinal website in Job Aids under Learning. 70



/’) Intra-Agency Transfer (continued)

Navigation: Navigator > Workforce Administration > Job Information > Job Data

Work Location l Job Information Job Labor | | Payroll ‘ Salary Plan Compensation
EmpliD
Employee Empl Record 0

Work Location Details Q 10f2)v] » )
*Effective Date | 11/01/2020 Go To Row Y | =

Effective Sequence 0 *Action Transfer zl

HR Status  Active Reason | Promotion M

Payroll Status  Active *Job Indicator | Primary Job v

Current
Position Number DLS00005 Q Senior Associate

Override Position Data

Position Entry Date  09/10/2006
Position Management Record

Regulatory Region USA United States
Company DLS Div of Legislative Services
Business Unit 10700 Div of Legislative Services
Department 10700 Div of Legislative Svcs Dept

Department Entry Date  09/10/2006
Location CENTR Division of Legislative Servic

Establishment 1D D Q Diggaian of Leaislative Seryic Date Created 1 020




/;/ Updating Employee Compensation

«  Employee Job Record Pay Components:
— State salary
— Non-state salary
— Special pay SPPAY Special Rate Compensation
— Hourly rate

« Compensation parameters (i.e., Pay Bands) only overridden by DHRM
— Errors if pay rate exceeds limits
— Discipline pay rate changes at least 5%
*  Submit mass uploads (e.g., Agency-wide compensation actions) to PPS for uploads

«  Bonuses not tracked/paid through Employee Job Record (covered later in course)

«  Payroll Administrator runs reports and queries for reconciliation process

For further details on Employee Compensation Changes, see the Job Aid titled HR351 How to Change/Update Employee
Compensation. This Job Aid can be found on the Cardinal website in Job Aids under Learning.

For further details on Rewards and Recognitions, see the Job Aid titled HR351 Rewards and Recognitions. This Job Aid
can be found on the Cardinal website in Job Aids under Learning.

For further details on how to complete a mass upload see the Job Aid titled HR351 Mass Update. This Job Aid can be found
on the Cardinal website in Job Aids under Learning. 72



’) Updating Employee Compensation (continued)
/

Mew Window | Help | Personalize Page

‘ Work Location ‘ ‘ Job Information ‘ ‘ Job Labor ‘ ‘ Payrall ‘ ‘ Salary Flan ‘ ‘ Compensation ‘
Empl ID
Employee Empl Record 0
Work Location Details @ Q | ‘ 10f 2 v‘ [
“Effective Date |DEI12.’2021 Go To Row ‘ + | — ‘
Effective Sequence | U‘ “Action ‘ FPay Rate Change v
HR Status Active Reason ‘ Competitive Salary Offer A

# Do le lanadl . |l—\' L.l |

Pay Components (@

B Q 1-10f1 «
Amounts | Controls | | Changes Conversion | 13
*Rate Code Seq Comp Rate Currency Frequency Percent

1 |STATE Q 0 SS,DUCII.UEK}DDGIE UsD Q A Q + -

Calculate Compensation

WW“‘ ——M}.MW
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

2. Additional job data (e.g., compensation) fields are updated, as applicable.
True or False.

1. Intra-Agency Transfer refers to the movement of an employee from one position to another
within the same agency.
True or False.

Y4

3. If moving an employee from a Salary position to a Wage position the
Action/Reason for the movement out of the position is Termination/Resignation.
True or False.

AN
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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@ Inter-Agency Transfer

An Inter-Agency Transfer is defined as the movement of an employee from one Agency to another Agency.

Verify that all necessary data is in hand prior to moving forward with keying the transfer transaction. Agency HR will verify
that the correct position number is known and that the position includes the correct job code, title, and location code. The
position will default the applicable salary plan and grade.

Agency HR updates the employee’s job data.

The sending and receiving agencies coordinate the effective date of the termination (sending) and the effective date of the
hire (receiving). The Action/Reasons “Transfer Out” and “Transfer In” ensure the employee maintains an active Benefits
Status.

The receiving agency adds a new employee instance (employee record) during the Hiring process. If the employee is
returning to an agency, use the employee’s original employee record from that agency during rehire transaction.

The Action/Reason of “Transfer In” reactivates the employee’s HR and Payroll Status after they are terminated by the sending
agency. The coordinated effective date ensures the employee does not experience a break in service.

The transfer to the new agency must be entered by the receiving Agency HR Administrator the day after or later than the
sending agency enters the termination so that the Vendor receives a termination from the sending agency AND an election in
the receiving agency. Enter Effective Date = Same as Transfer Out date.

Update additional job data (e.g., compensation) information, as applicable.
Be mindful that the Benefits Administrator will need to re-elect benefit elections of the employee once the transfer process to

the receiving agency is complete. See Job Aid titled 361 Benefits Quick Reference Guide for more details. This Job Aid
can be found on the Cardinal website in Job Aids under Learning. 77



/j Inter-Agency Transfer (continued)

The Sending Agency selects “Termination” from the Action field drop-down menu and “Transfer Out” from the
Reason field drop-down menu.

[ Work Location ‘ Job Information ‘ ‘ Job Labor ‘ Payrall ‘ ‘ Salary Plan ‘ Compensation ‘
Empl ID
Employee Empl Record 0
Work Location Details @ Q | 1of1 v
"Effective Date | 01/04/2021 Job History Go To Row ‘ + ‘ - |
Effective Sequence | 0| *Action | Termination
HR Status Inactive Reason | Transfer Out V|
Payroll Status  Terminated “Job Indicator | Primary Job "|
Current 0
Position Number |UMWTSTO1 Q| Instructor
Override Position Data
Position Entry Date  11/10/2019
Position Management Record
Regulatory Region USA United States
Company UMW University of Mary YWashington
Business Unit 21500 University of Mary YWashington
Department 203101 Art and Art History
Department Entry Date  11/10/2019
Location CENTR University of Mary Washington
Establishment ID | UMW Q | University of Mary Washington Date Created  01/07/2021

Navigation: Navigator > Workforce Administration > Job Information > Job Data



/) Inter-Agency Transfer (continued)

The Receiving Agency selects “Hire” from the Action field drop-down menu and “Transfer In” from the Reason
field drop-down menu.

[ Work Location [ Job Information [ Job Labor [ Payrall ‘ [ Salary Plan [ Compensation
Empl ID
Employee Empl Record 1
Work Location Details @ Q | 10f1 ~

*Effective Date | 01/04/2021 Job History | Go To Row | +| =

Effective Sequence 0 l_l *Action | Hire -
HR Status Active Reason | Iransfer In Fromotion ~
Payroll Status  Active “Job Indicator | Primary Job e
Current ]
I Position Number | DOCHRO002 Q I Test-Corr Ent Personnel Asst
Override Position Data
Position Entry Date (1/04/2021
Position Management Record
Regulatory Region USA United States
Company DOC Dept of Corr - Central Admin
Business Unit 70100 Dept of Corr - Central Admin
Department 125 PROCUREMENT & RISK MGMT
Department Entry Date  (1/04/2021
Location CRO Central Regional Office
Establishment ID | DOC Q Dept of Corrections Date Created (1/07/2021

Navigation: Navigator > Workforce Administration > Job Information > Job Data

For further information on Inter-Agency Transfers, see the Job Aid titled HR351 Inter-Agency Transfer. This Job
Aid can be found on the Cardinal website in Job Aids under Learning.



Inter-Agency Transfer (continued)

The Receiving Agency manually updates the employee’s Leave Service Eligibility Date and Continuous State
Service Date fields, which populate the Company Seniority Date field.

New Window | Help |
Employment Information
Empl ID
Employee Empl Record 1
Organizational Instance 3
Organizational Instance Red 1 Original Start Date  12/15/2020 O Overrice
Last Start Date  12/15/2020 First Start Date  12/15/2020
Termination Date Years Months  Days
. o,
Org Instance Service Date 12152020 U Override L) 1 19
Organizational Assignment Data (2
Instance Record
Last Assignment Start Date  12/15/2020 First Assignment Start  12/15/2020
Assignment End Date
Home/Host Classification Home Years Months  Days Time Reporter Data
y 2
I Company Seniority Date Override b 0 0 0
N 2,
Benefits Service Date  12/15/2020 U Override v 1 19
N 2
Seniority Pay Calc Date  12/15/2020 D) override ke ) 1 19
Prebation Date
Professional Experience Date Last Verification Date
Business Title Regional Health Director Position Phone
*Work Mode Office/Facility Worker v Tenure Status/Contract Type v
Alternate Leave Plan O Alternate Work Schedule
VSDP Effective Date
Agency Use Field 1 Agency Use Field 2 Agency Use Field 3
Person Employment Dates 2
Continuous State Service Date
Leave Eligibility Service Date
Previous Months Of Service
I ESusa
Job Data Employment Data Earnings Distribution Benefits Program Participation
I Save I ‘ Return to Search ‘ ‘ Notify ‘ ‘ Refresh Update/Display Include History

Personalize Page

New Window | Help | Personalize Page
Employment Information
Empl ID
Employee Empl Record 1
Organizational Instance &
Organizational Instance Red 1 Original Start Date  12/15/2020 U Override
Last Start Date  12/15/2020 First Start Date  12/15/2020
Termination Date Years Months  Days
. 4,
Org Instance Service Date  12/15/2020 U Qverride ¥ 1 19
Organizational Assignment Data (®
Instance Record
Last Assignment Start Date  12/15/2020 First Assignment Start  12/15/2020
Assignment End Date
Home/Host Classificatien  Home Years Months  Days Time Reporter Data
. 4,
Company Seniority Date _11/15/2020 Qverride S 0 0
Benefits Service Date  12/15/2020 O Override v 0 1 19
: ”,
Seniority Pay Cale Date  12/15/2020 B Override v 0 1 19
Probation Date
Professional Experience Date Last Verification Date
Business Title Regional Health Director Position Phene
“Work Mode Cffice/Facility Worker A Tenure Status/Centract Type v
Alternate Leave Plan O Alternate Work Schedlule
VSDP Effective Date
Agency Use Field 1 Agency Use Field 2 Agency Use Field 3
Person Employment Dates
Continuous State Service Date | 11/15/2020
Leave Eligibility Service Date 11/15/2020
Previous Months Of Service
r EHusa
Job Data Employment Data Earnings Distribution Benefits Program Participation
[ Save l ‘ Return to Search | ‘ Notify | ‘ Refresh Update/Display Include History

Navigation: Navigator > Workforce Administration > Job Information > Job Data
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

4 )
1. True or False. Inter-Agency Transfer refers to the movement of an employee from one
Agency to another Agency.
\_ J
4 )
2. True or False. The Action/Action Reason the receiving agency uses maintains an
active HR Status and an active Payroll Status (if applicable).
\_ _J
4 )
3. True or False. The employee stays in the same position when an Inter-Agency
Transfer is completed.
\_ J
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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/;/ Maintain Leave Status (Paid and Unpaid)

 Place SALARIED employees in paid or unpaid leave status
— Hourly employees generally not eligible for leave

+ Keyed manually or loaded via Mass Upload Process
« Continue to examine change in status and work with employee to complete documentation

*  Within Cardinal:
— Link the employee to the Leave of Absence Checklist
— Add a row to change the employee’s status to Leave of Absence
— Add arow to update the pay group to non-paying effective the first day of the following pay period
— If needed, add a row to extend the employee’s expected return date
— Add arow to return the employee from leave
— Add arow to update the pay group to original the pay group effective the first day of the following pay period

* Use Job Record Notepad to capture non-confidential comments or further explain transactions

For further information on Managing Leaves of Absence, see the Job Aid titled HR351 Managing Leave of Absence. This
Job Aid can be found on the Cardinal website in Job Aids under Learning.

For further information on Cardinal Checklists see the Job Aid titled HR351 Using a Checklist. This Job Aid can be found
on the Cardinal website in Job Aids under Learning. 84



) Maintain Leave Status (continued)

Leave of Absence (Paid) || wem:

Leave of Absence (Unpaid)

‘ Job

Employee
Work Location Details

*Effective Date

Effective Sequence

Job Labor Payroll ‘ Salary Plan Compensation

Empl ID
Empl Record 0

HR Status

Payroll Status

Position Number

Position Entry Date

Regulatory Region
Company
Business Unit

Department

Q 1o12lv] » M
1110122020 Go To Row =) | 5
2 *Action Paid Leave of Absence 2
Active Reason  Personal <l
Leave With Pay *Job Indicator  Primary Job ~
Current

DLS00005 Q Senior Associate

Override Position Data

Work Location i Job Information Job Labor
Employee
Work Location Details (7
*Effective Date | 11/01/2020

Effective Sequence 0

HR Status  Aclive

Payroll Status  Leave of Absence

Position Number | DLS00005 Q

Payroll ‘ Salary Plan

Compensation

Empl ID
Empl Record 0

09/102006
Position Management Record
USA United States
DLS Div of Legislative Services
10700 Div of Legisiative Services
10700 Div of Legislative Svcs Dept
Q 1of2v] » M
Go To Row | -

*Action

Reason

Leave of Absence - Unpaid

FMLA - EE Medical

*Job Indicator = Primary Job

Senlor Associate

Current

Navigation: Navigator > Workforce Administration > Job Information > Job Data
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,) Maintain Leave Status (continued)

Example of Notepad functionality - Use as you would have used it on the PMIS screen.

Mew Window | Help | Personalize Page

J Work Location ‘ ‘ Job Information ‘ ‘ Payraoll ‘ ‘ Salary Flan ‘ ‘ Compensation
Empl ID
Employee Empl Record 0
Work Location Details @ Q | | 10f2 v‘ (I
"Effective Date |02/08/2021 ]| Go To Row ‘ + ‘ _ ‘
Effective Sequence | U| *Action | Faid Leave of Absence V‘
HR Status Active Reason | FMLA V‘
Payroll Status  Leave With Pay “Job Indicator | Primary Job V‘
Current ()

. | |
JS00400 y ice Special ol

86

Navigation: Navigator > Workforce Administration > Job Information > Job Data



Notepad functionality

7 Maintain Leave Status (continued)

El Selected Note

P Instructions

Add Performance Note
Applications

Employee ID
Empl Red Nbr
Effective Date

Effective Sequence

Subject

Note Text

0
2020-12-11
0

Created
Creator
Last Update
Updated By

12/11/2020 3:56PM

]
®

Navigation: Navigator > Workforce Administration > Job Information > Job Data
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

3. True or False. The Agency HR is required to insert a row to return the employee
from Leave of Absence.

4 )
1. True or False. The Agency HR uses the Notepad functionality to document other non-
confidential Leave Status information.
\_ J
4 )
2. True or False. The Agency HR is required to insert a row on the Job Record to
place the employee on Leave.
\_ _J
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7

90



/) Separate Employee

Types of Separations covered in this section of the course:
Involuntary

« Termination is an employee's involuntary termination from state service. Examples include Layoff, Standards of Conduct,
Unsatisfactory Performance during Probationary Period, and Inability to Perform Duties

Voluntary

* Resignation

* Retirement: Service Retirement, Retirement In Lieu of Layoff, or Enhanced Retirement
» Separation: Completion of Limited Appointment or Contract

» Death of Employee

Voluntary and Involuntary separations are keyed to inactivate the employee record. Action/Action Reasons are used to reflect
the type of separation.

After the Termination transaction is saved, all HCM functional areas are updated appropriately:
» Benefits status is updated in Cardinal Benefits (BN); COBRA eligibility is triggered if applicable

« Time Reporter is updated for Cardinal TA. Productive and non-productive time can still be entered and approved prior to the
effective date of the Layoff. The updated HR status stops leave accruals

* The updated Payroll status does not create a Paysheet for the employee
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/,) Separate Employee (continued)
/

Effective date of Termination transactions is generally the day immediately following last day worked
— Example: If employee last worked on Friday, Termination Effective Date is Saturday

Link employee to Termination Checklist to guide through the termination process
Update email address in Personal Data to the employee’s personal email address and mark it as Preferred

The employee email address must be updated in Cardinal after separation in order for the employee, their surviving family,
or retirees, to gain access to Cardinal to view pay history and W2s. The HR Administrator obtains the personal email
address and updates the email address in Cardinal from Agency Provided to Employee Provided. Agency HR must also
check the personal email address as Preferred. Selecting this email address as preferred is the driving factor for post-
employment system access. Separated employees will then have access to Cardinal for 18 months after the Termination
Date. After 18 months, this access ends automatically. Agency HR does not need to go back in and remove the personal
email address

When terminating an employee, the Agency BA will need to process the termination of benefit elections for the Terminated
employee. See Job BN361 Quick Reference Guide section Processing Benefit Elections: Transfer Out / Termination
Employees for more details. This job aid is located on the Cardinal website in Job Aids under Learning.

For further information on Cardinal Checklists see the Job Aid titled HR351 Using a Checklist. This Job Aid can be found on
the Cardinal website in Job Aids under Learning.

For further information on Separating Employees, see the Job Aid titled HR351 Separation Statues. This Job Aid can be found
on the Cardinal website in Job Aids under Learning.

For further information on the Layoff Process, see the Job Aid titled HR351 Managing the Layoff Process. This Job Aid 92
can be found on the Cardinal website in Job Aids under Learning.



,) Separate Employee (continued)
/

New Window | Help | Personalize Page
J Work Location ‘ ‘ Job Information ‘ ‘ Job Labor ‘ ‘ Payroll ‘ ‘ Salary Plan ‘ ‘ Compensation
Empl ID
Employee Empl Record 0
Work Location Details @ Q | ‘ 10f2 v| [
*Effective Date | 02/12/2021 Go To Row l + | — |
Effective Sequence ‘ U| “Action | 1eTmination ~
HR Status Inactive Reason | Resignation ~
Payroll Status  Terminated *Job Indicator | Primary Job ~
Current
Position Number  DOT00007 Q| State Eng Materials
Override Position Data
WWAW

Navigation: Navigator > Workforce Administration > Job Information > Job Data



}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

4 )

1. True or False. Examples of Involuntary Termination include Standards of Conduct,
Unsatisfactory Performance during Probationary Period, and Inability to Perform Duties.

\_ J

4 )
2. True or False. Examples of Voluntary Termination include Resignation, Retirement, and Death.

\_ _J

4 )
3. True or False. The effective date of a termination is the day after the last day worked.

\_ J
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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/) Mass HR Data Maintenance

Agencies load large volumes of data to Cardinal using Excel-based mass upload tool
— Lacks detailed error reporting capability, so use infrequently

The following list identifies entities responsible for running mass upload processes in Cardinal:

Loaded by |Loaded by | Loaded by

Mass Upload Data Types Agency SPO PPS
Position Data X
Postion Default Funding X
Job Data X
New Hires X

Performance Ratings

Rewards and Recognition

Leave Balance Adjustments

HKl>x|>x | =

Additional Pay

General Deductions X




}) Lesson Summary
/

‘ Setup and Maintain Employee HR Data

In this lesson, you learned:

 How to create and maintain position data

* How to Hire/Rehire employee

 How to approve proposed employee self service actions (Changes to Marital Status, Name, Address)
 How to complete an Intra-Agency Transfer

 How to complete an Inter-Agency Transfer

* How to maintain employee leave status

« How to separate an employee
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f Lesson
y4
” Maintain Employee Additional Pay

This lesson covers the following topics:

« Maintaining Employee Additional Pay
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@ Maintaining Employee Additional Pay
/

Additional pay processes the additional amount of pay that is to be added to the employee's paycheck per pay period.

» Fixed, Recurring Payments in addition to Regular Pay
— Cell Phone Reimbursement
— Adjunct Pay
— Temporary Pay

* For Retroactive Effective Dates:
— Payroll Admin calculates retroactive amount
— Payroll Admin processes payment in SPOT

*  For partial amounts due to Mid-Pay Period changes:
— Effective Date is the actual date the additional pay became effective
— Payroll Admin calculates prorated amount
— Payroll Admin processes payment in SPOT

* Only HR enters Additional Pay transactions

For further information on SPOT payments, refer to the Job Aid titled PY381 Using the Single-Use Payroll Online TOOL
(SPOT). This Job Aid can be found on the Cardinal website in Job Aids under Learning.
100

For further information on Additional Pay, see the Job Aid titled HR351 Processing Additional Pays. This Job Aid can be

forind on the Cardinal wehecite in 10oh Aid< 1inder | earninn



/;)Maintaining Employee Additional Pay (continued)

Payroll Administrators verify the correct Pay Periods and the OK to Pay checkboxes are selected.

Create Additional Pay

Sep Check Nbr | |

[ Disable Direct Deposit

| Mok to pav | [ Prorate Additional Pay
Applies To Pay Periods
[V First [v] second | Third | Fourth | Fifth
b Job Information
p Tax Information
|[§]save ||[Sh Returnto Search |[|#Z] Previous in List | |[4J5] Nextin List ||[=] Notify ||i* Refresh | Update/Display

Employes Empl ID Empl Record 0
Additional Pay Find | Wiew All First ‘4’ 1 of1 ‘b Last
*Earnings Code |SP1 ts3 Misc Agency Supplemeantal Pay 1 =]
Effective Date Find | Wiew All First ‘4’ 1 0f1 ‘E' Last
[ Effective Date [01/28/2021 7] =
Payment Details Find | Wiew All First ‘4’ 1 0of1 "2 Last
| *Addl Seq Nbr| 1|| | End Date [12/28/2022 E] | [=]
Rate Code | L&'} Reason [ Mot Specified e
| Earnings| 51 Uﬂ_ﬂﬂ-"
Hours | | Hourly Rate | |
Goal Amount | |] Goal Balance | |

| 57 Include History

Navigation: Navigator > Payroll for North America > Employee Pay Data USA > Create Additional Pay
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/}/Additional Pay Earnings Codes

Typical Additional Pay Earnings Codes

Addto
Earn Gross
Code Description Income Taxable MNotes
CAR Reimb Use of Personal Car Y Y
CCR Company Car N Y
MIL Military Supplement Y Y
MNT Mobile Device Nontaxable Y MN
MTB Maobile Device Taxable Y Y
SEV Severance Pay Y Y
TMN Temp Pay Non Paid Agys M M
TMP Temporary Pay Y Y
TPD Taxable Per Diem Y Y
TTR Taxable Tuition Y Y
VRS VRS Contribution Base M M Loaded by Batch Program
PRW Premium Reward Y Y Locaded by Interface

Navigation: Navigator > Payroll for North America > Employee Pay Data USA > Create Additional Pay
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/}/Additional Pay Earnings Codes (continued)

Agency Specific Additional Pay Earnings (e.g. supplement for working conditions)

Earn Add to Gross

Code Description Income Taxable Notes
TXB Misc Agency Specific Pay Y Y

SP1 Misc Agency Supplemental Pay 1 |Y Y

SP2 Misc Agency Supplemental Pay 2 |Y Y

SPA Misc Agency Specific Pay Amt Y Y

AGY Misc Agency Specific Pay Y Y

Typical Additional Pay Earings for Higher Education

Earn Add to Gross

Code Description Income Taxable Notes
WSS Work 5tudy Student Y Y

SSN Student Stipend NonTaxable Y Y

SS5T Student Stipend Taxable Y Y

FOT Faculty Other Pay (Adjunt for SalayY Y

AIT Adjunct Faculty Y Y

Navigation: Navigator > Payroll for North America > Employee Pay Data USA > Create Additional Pay
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

(" )

1. True or False. An employee receives base salary on the additional pay line.

Y4
AN

2. Additional pay is added to an employee’s paycheck to reflect:
a) Temporary pay, military pay, adjunct pay, stipends
b) Leave of absence, stipends
c) Short term disability
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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}j Lesson Summary
/

” Maintain Employee Pay

In this lesson, you learned:

How to Maintain Employee Additional Pay
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Next Few Topics are for

VPA Agencies only
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} Lesson
y4
D Maintain Additional HR Data (HR Level 1)

This lesson covers the following topics:

+ Entering and Maintaining Disciplinary Actions
« Entering and Maintaining Performance Ratings

+ Entering and Maintaining Rewards and Recognition
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@ Entering and Maintaining Disciplinary Actions
7 Entering and Maintaining Disciplinary Actions Overview

The Cardinal Disciplinary Action pages are used to record and track written notices and disciplinary actions. In addition, when
the disciplinary action results in a change to the employee’s job classification or compensation, an update to the employee’s
Job Record is required to impact the HR and Payroll functional areas (e. g., demotions, reductions in pay, terminations).
DHRM will allow agencies to delete written notices and the associated disciplinary actions from the disciplinary action pages
vs. requiring DHRM intervention.

Written notices can only be entered for VPA employees. Cardinal will not allow the user to enter a written notice for a non-
VPA employee.

The Agency HR Administrator enters the written notice, along with the related details, which include the date of the offense,
the nature of the offense, and any relevant agency notes. The expiration date of the written notice will default based on the
group level. No manual updates will be made to this field. Agency HR can view the written notices via the online page or by
using custom reports and queries. If there is a reverse or update to the disciplinary action, Agency HR will have the ability to
update as required.

However, DHRM involvement is still required to modify the employee’s job data record and reverse the disciplinary action.
This will require a PPS ticket to be created.

Agency HR Administrators will have display only access to Disciplinary Actions entered by other agencies for their active
employees.
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@ Entering and Maintaining Disciplinary Actions
/

After a written notice has been entered, the agency will record the disciplinary actions associated with the written notice. The
types of Disciplinary Actions include:

Disciplinary Lateral Transfer
Disciplinary Demotion

Disciplinary Pay Reduction (must accompany a Disciplinary Lateral Transfer and Demotion)
Suspension

Termination — Involuntary (Violation of Standards of Conduct)

For further information on completing a Disciplinary Actions, see the Job Aid titled HR351 Entering and Maintaining
Disciplinary Actions. This Job Aid can be found on the Cardinal website in Job Aids under Learning.

For further information on employee salary reduction, see the Job Aid titled HR351 Employee Compensation. These Job
Aids can be found on the Cardinal website in Job Aids under Learning.
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}) Entering and Maintaining Disciplinary Actions
J/

Written Notice ‘ Disciplinary Action ‘ Disciplinary Resolution
Business Unit 76500
Person ID
Total Incident 0 Empl Record 1

Written Notice Q 1of 1)v| | View All

+ -

jo

*Type
*Reported Date  12/10/2020

*Description

Supervisor ID Q

Expiration Date

Offense Information Q 10f1[V] View Al

*Offense Code Q il

Offense Date I':.}

Return to Search ‘ Previous in List ’ Next in List

Navigation: Navigator > Workforce Administration > Labor Administration > Record Disciplinary Actions 112
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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@ Entering and Maintaining Performance Rating

Performance Rating Overview

The Department of Human Resource Management (DHRM) maintains annual performance cycles and cycle effective dates.
DHRM also communicates the applicable open/closed dates through normal business processes. Standard annual statewide
employee performance management cycle is 12-month period from October 25 — October 24

Performance Ratings are annually collected and entered for all VPA employees.
*  Four possible ratings:

— X — Extraordinary Contributor

— C - Contributor

— B - Below Contributor

— L - Employee on Leave or Otherwise Not Rated

During the annual performance rating cycle, Agency HR will now upload all ratings for their employees (X-Extraordinary, C-
Contributor, B-Below Contributor, L- Employee on Leave or Not Rated).

. If rating is B — Below Contributor, enter planned re-evaluation date (no later than 90 days after evaluation)
«  After re-evaluation, enter actual re-evaluation date and updated rating
* Initiate Separation as required

The Agency HR will also have the option to manually enter a rating for each employee directly into Cardinal via the
Performance Rating page.
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f/ Entering and Maintaining Performance Rating (continued)

If statewide compensation increase calls for certification of performance ratings, DHRM communicates Performance
Certification (i.e., effective date the performance cycle)

« Performance ratings may factor in of pay adjustment decisions; maintain compliance with DHRM Performance
Management Policy 1.40

For further information on Mass Uploads, see the Job Aid titled HR351 Performance Ratings. This Job Aid can be found on
the Cardinal website in Job Aids under Learning.

For further information on Mass Uploads, see the Job Aid titled HR351 Mass Uploads. This Job Aid can be found on the
Cardinal website in Job Aids under Learning.

For further information on Compensation Changes, see the Job Aid titled HR351 How to Change/Update Employee

Compensation. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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}) Entering and Maintaining Performance Rating (continued)
/

Performance Ratings

Empl ID Empl Record 0 Business Unit 60100
Name Position VDHKBTST

Performance Ratings Q 10f1[v] | View All

*Effective Date |12/10/2020 [:::] | o

Effective Sequence 0
*Rating Type v| *Rating Cycle Q
*Rating Q

Supervisor

Reviewer

Re-Evaluation ﬂ Re-Evaluation Date
Status

Comments

Date Entered

Entered By

Return to Search ’ Update/Display Include History

117
Navigation: Navigator > Workforce Development > Performance Management > Performance Rating



p

DEMO



;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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@ Entering and Maintaining Rewards and Recognition
/

Agency HR runs by-agency Rewards and Recognition Report
— YTD totals by Employee and by Type (confirm/deny compliance)
— Includes both Leave and Monetary Awards

Consolidated reporting pulls leave awards from the Cardinal Leave Award page and Cardinal Absence Management to show
statewide totals of leave awards. For further information on Reports, see the HCM Reports Catalog. The HCM Reports
Catalog can be found on the Cardinal website under Resources.

Leave Reward

« Agencies NOT using Cardinal Absence Management
— Enter Leave Award information through Cardinal Rewards and Recognition page
— Also enter Leave Award hours in external leave system of record
— Cardinal does not interface to external systems of record

« Agencies using Cardinal Absence Management
— Enter Leave Awards as balance adjustments or entitlements in Cardinal Absence Management
— Consolidated reporting pulls Leave Awards from Rewards and Recognition page and Cardinal Absence Management
to show statewide totals

For further information on how to enter the balance adjusts into Cardinal, see the Job Aid titled TA374 Managing Absence
Balances. This Job Aid can be found on the Cardinal website in Job Aids under Learning.
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/;/ Entering and Maintaining Rewards and Recognition
/

Monetary Bonus
* Agency HR tracks employee’s:
—  Written Agreement

— Expiration date of the Written Agreement per incentive bonus
— Payment Installments (singular or multiple — as needed)

Agency HR updates and submits Excel spreadsheet to Agency Payroll to load into the Single Use Payroll Online Tool
(SPOT) for payment

For large volumes, optionally submit a file of rewards and recognition using the mass upload process

For further information on Rewards and Recognition see the Job Aid titled HR351 Rewards and Recognition. This Job Aid
can be found on the Cardinal website in Job Aids under Learning.
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@ Entering and Maintaining Rewards and Recognition
/

Cardinal Rewards and Recognition tracks the following:

529: Signh On/Retention 529 PMT

ALI: Annual Leave Incentive

ERB: Employee Recognition Bonus
ERL: Employee Recognition Leave
ERN: Employee Recognition Non Mon
ESL: Employee Suggestion Leave
ESP: Employee Suggestion PMT

IBB: Inband Bonus

PBB: Project Based Bonus

RLP: Referral PMT

RNB: Retention Bonus

SAL: Service Award Leave

SOB: Sign On Bonus

SOL: Sign On Leave

SRS: Sign On/Retention Student Loan
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,} Entering and Maintaining Rewards and Recognition
/

New Window | Help | Personalize Page
I Rewards and Recognition
Employee Name: Employee ID:
Business Unit: 70100 Dept of Corr - Central Admin Empl Record: 0
Position: DOCHR022 Security Officer Il Critical/Hard to Hire: N
Reward Q | 10f1 v | ViewAll
Reward 1D: 1 + ‘ - ‘
Authorization/Written Agreement Q | 1of1 v [ View Al
*Effective Date: |11,’15}202[} | “Creation Date: |11/18F2CI2D | + ‘ - ‘
Expiration Date: | 11/15/2021 | *Written Agreement? | Yes V|
“Reward Type: |SOB Q| Sign On Bonus
Authorized Hours: 0.00 Authorized Amount: | $5,000.00|
YTD Hours: 0.00 YTD Amount: $0.00
Comments:
4
254 characters remaining
¥ Award Payouts Q | 10f2 ~
“Award Date: |11/21/2020 [izZ] | Award Hours: 0.00 Award Amount: | $2,500.00 +‘ —‘
*Award Date: | 12121/2020 [i#]| Award Hours: 0.00 Award Amount: | $2,500.00| +‘ —‘

e NI e e e e I

Navigation: Navigator > Workforce Development > Reward and Recognition
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material.

4 )
1. Disciplinary actions are recorded for:
a) Classified employees only.
b) All employees
\_ J
4 )
2. True or False. Performance ratings are entered every month for all employees.
\_ _J
4 )
3. True or False. Reward and recognition pages in Cardinal are used to track an
annual bonus for all employees.
\_ J
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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}j Lesson Summary
/

D Maintain Additional HR Data (HR Level 1)

In this lesson, you learned:

* How to enter and maintain Disciplinary Actions
* How to enter and maintain Performance Ratings

* How to enter and maintain Rewards and Recognition
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} Lesson
y4
n Running Reports and Queries

This lesson covers the following topics:

« HCM Reports Catalog
» Accessing and Running a Report

* Accessing and Running a Query
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@ HCM Reports Catalog
/

The Human Capital Management (HCM) Reports Catalog covers the four functional areas of Benefits (BN), Human Resources
(HR), Payroll (PY), and Time & Attendance (TA). Each functional area contains queries and reports specific to that area.
The HCM Reports Catalog can be found on the Cardinal website under Resources.

« Cardinal SW NAV225 Cardinal Reporting (HCM) Web Based Training (WBT) course provides training and interactive
demonstrations that cover the fundamentals of how to run or access reports and queries. This course is available in
Cardinal Learning and on the Cardinal Website.

* Reports/queries may be used by more than one functional area; thus, you may need to use the search/find feature to locate
a specific report/query that may be located in a different functional area.

In Cardinal:
« To run areport, the full navigation path for a specified report can be found in the HCM Reports Catalog.
« Torun a query, Navigate to: Navigator > Reporting Tools > Query > Query Viewer and search for the query name

For further information on reports and queries in Cardinal, see the Reports Catalog titled Cardinal HCM Reports Catalog.
The Cardinal HCM Reports Catalog is located on the Cardinal under Resources.
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;) Hands-On Exercise
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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}) Lesson Summary
/

n Running Reports and Queries

In this lesson, you learned:

* How to access the HCM Reports Catalog
 How to run Reports

« How to run a Query
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/;) Course Summary
/

m HCM Cardinal Employee Data Setup and Maintenance

In this course, you learned:

« There is a relationship between position, job data, personal data, and job record
* How to add, clone, and maintain a position

* How to hire an employee online

* How to enter job data updates

* How to enter additional pay information

* How to enter and maintain Disciplinary Actions

* How to enter and maintain Performance Ratings

* How to enter and maintain Rewards and Recognition

 How to access the HCM Reports Catalog

« How to run Reports

132
« How to run a Query



}) How to Complete Course Evaluations
/

The following steps can be used to complete course evaluations at the end of an ILT or VILT training session. Please note
that it may take a couple of hours after the completion of your course for evaluations to be available.

H W DN

Navigate to the Cardinal Learning Homepage.
Enter your username in the Username field.
Enter your password in the Password field.
Click the red Log In button.

/1) Cardinal

Please enter your Username and Password

Forgot password?

Need help logging in? Contact us!

Welcome to Cardinal Learning!

The Cardinal Learning curriculum combines:

+ Web-Based Training (WBT)
+ Instructor-Led Training (ILT)
* Virtual Instructor-Led Training (VILT)

Use Cardinal Learning to:
* View assigned curriculum

+ Complete WBT courses
* Register for ILT and VILT courses
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,} How to Complete Course Evaluations (Continued)
/

5. The Cardinal Learning Homepage displays.

You are currently logged in as Carrie Cardinal

/fj Cardinal

Home Leai

Welcome, Carrie, to Cardinal Learning!
Get Ready for Instructor-Led Training!
. Click Open Curriculum to review and register for assigned training.
. Sign up for a Technology Readiness Session prior to your first Instructor-Led Training (ILT).

1
2
3. Complete all assigned Web-based Training (WBT)
4. Attend ILTs!

Training Notes

If you are assigned... Then...

HR351 You must the course prior to all other ILTs

BN361 You can complete it at any time after all WBTs, TECH and HR351 or HR353 are completed|
TA Courses ‘You must in order as assi | TA371 > TA372 > TA374

PY381 All assigned TA courses must be prior to taking PY381

- Web-Based Training

No Training in Progress

e

! Upcoming Sessions

Status
HR351 - Employee Data Setup and Maintenance (Starts 7/27/2021) Registered
TA372 - Time & Attendance Administration (Starts 8/11/2021) Registered

Due Date Status Action

TECH - Technology Readiness Session None
HR, TA

Denied Select Session

None  In Progress Open Curriculum

My Waitlist Tracking

You have no waitlisted sessions.
You have indicated interest in 1 event(s).
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,} How to Complete Course Evaluations (Continued)
/

6.
7.

Hover over the Learning tab in the Global Navigation bar.

In the displayed dropdown menu, click View Your Transcript.

You are currently logged in as Carrie Cardinal

/fj Cardinal

Leaming

Welco View Your Transcript

Get Ready

| Learning!

Interests and Waitlists
1. Click Operresrreumsmrseowereune register for assigned training

2. Sign up for a Technology Readiness Session prior to your first Instructor-Led Training (ILT).
3. Complete all assigned Web-based Training (WBT).

4. Attend ILTs!

Training Notes

If you are assigned... Then....

HR351 ‘You must complete the course prior to all other ILTs

BN361 ‘You can complete it at any time after all WBTs, TECH and HR351 or HR353 are
TA Courses ‘You must complete in order as assigned: TA371 » TA372 » TA374
PY381 All assigned TA courses must be prior to taking PY381

- Web-Based Training

=5

No Training in Progress

Due Date Status

Action
TECH - Technology Readiness Session None  Denied Select Session
(e Upcoming Sessions HR, TA None In Progress Open Curriculum
-
Status
HR351 - Employee Data Setup and Maintenance (Starts 7/27/2021) Registered
TA372 - Time & Attendance Administration (Starts 8/11/2021) Registered

My Waitlist Tracking

You have no waitiisted sessions.
You have indicated interest in 1 event(s).
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,} How to Complete Course Evaluations (Continued)
/

6.
7.

Hover over the Learning tab in the Global Navigation bar.

In the displayed dropdown menu, click View Your Transcript.

You are currently logged in as Carrie Cardinal

/fj Cardinal

Leaming

Welco View Your Transcript

Get Ready

| Learning!

Interests and Waitlists
1. Click Operresrreumsmrseowereune register for assigned training

2. Sign up for a Technology Readiness Session prior to your first Instructor-Led Training (ILT).
3. Complete all assigned Web-based Training (WBT).

4. Attend ILTs!

Training Notes

If you are assigned... Then....

HR351 ‘You must complete the course prior to all other ILTs

BN361 ‘You can complete it at any time after all WBTs, TECH and HR351 or HR353 are
TA Courses ‘You must complete in order as assigned: TA371 » TA372 » TA374
PY381 All assigned TA courses must be prior to taking PY381

- Web-Based Training

=5

No Training in Progress

Due Date Status

Action
TECH - Technology Readiness Session None  Denied Select Session
(e Upcoming Sessions HR, TA None In Progress Open Curriculum
-
Status
HR351 - Employee Data Setup and Maintenance (Starts 7/27/2021) Registered
TA372 - Time & Attendance Administration (Starts 8/11/2021) Registered

My Waitlist Tracking

You have no waitiisted sessions.
You have indicated interest in 1 event(s).

136



}) How to Complete Course Evaluations (Continued)
/7

8. Your Transcript page displays.
9. Hover over the Active tab.

10. In the displayed dropdown, click Completed.

You are currently logged in as Carrie Cardinal

/éj\ Cardinal

& Carrie Cardinal Bio ¥ Transcript Actions ¥

fb » Carrie Cardinal » Transcript: Carrie Cardinal
Transcript: Carrie Cardinal E]

Use the transcript to manage all active training.

Active ¥ By Date Added ™ All Types ™ |Seerch for training |

& Active

Completed

echnology Readiness Session (Starts 7/29/2021 9:00 AM)
ATCIIED e Date  Status: Denied

— HRTA Open Curriculum ¥
= Due: Mo Due Date  Status: In Progress
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}) How to Complete Course Evaluations (Continued)
/7

11. Your Transcript page refreshes.

12. Hover over the View Certificate button for the completed course.
13. In the displayed dropdown, click Evaluate.

You are currently logged in as Carrie Cardinal

/}) Cardinal

Transcript: Carrie Cardinal

Use the transcript to manage all active training.

Completed ™ By Completion Date ™ All Types ™

Search Results (2)

] Completed: 7/20/2021 Status: Completed

rmrs A Test Event (Starts 6/17/2021 4:35 PM)
] Completed: 6/17/2021 Status: Completed

smrs HR352/BN361 - Employee Data & Benefit Enrollment Setup and Maintenance (Starts 7/20/2021 3:50 PM)

; Carrie Cardinal Bio ¥ Transcript Actions ¥
Q > Carrie Cardinal » Transcript: Carrie Cardinal

(-]

| S h for t |
View Certificate >
Evaluate

| Wiew Training Details
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p How to Complete Course Evaluations (Continued)
/

14. A course evaluation notification displays.
15. Click Continue.

/@ Cardinal

Instructor-Led Training Evaluation

Evaluation - HR352/EN361 - Employee Data & Benefit Enroliment Setup and Maintenance

16. The course evaluation displays.
17. Complete and submit the course evaluation.

/Zﬂ) Cardinal

Instructor-Led Training Evaluation(Virtual and In-Person)

Question 1.
Please select the name of your Agency.

) Auditor of Public Accounts

O Danville Schools

O Department of Accounts

O Department of Agriculture and Consumer Services
@] Department of Emergency Management

@] Department of Human Resource Management

@] Department of Small Business and Supplier Diversity
O Fort Monroe Authority

O James Madison University

Evaluation - HR352/BN361 - Employee Data & Benefit Enroliment Setup and Maintenance
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/) Appendix
/ﬂ PP

Employee Transfer Scenarios between Release 2 and Release 3
How to enter a VCCC ticket
Process Flowchart Key

Process Flows
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/,) Transfer Employees to/from R2 Agency
7

Scenario 1: Employee is currently in R1 Agency (via Conversion), transferring to R2 Agency (with PMIS
record):

* R1 Agency will terminate the employee in Cardinal — TER/XFO

 R2 Agency will pull the employee in using PSEO0O1 as a transfer with no break in service, selecting
Transfer from non-PMIS agency. This will result in a Rehire PSE002

 R2 Agency will review personnel file and if R1 PMIS transactions are missing (>Mid March) that impact
record, submit DHRM iHelp request to add

* R2 Agency will work with OHB to amend the Benefits record in BES

Scenario 2: Employee currently in R1 Agency, whose original hire was after R1 go-live, is transferring to an R2
Agency (only EmplID created in PMIS):

* R1 Agency will terminate the employee in Cardinal

 R2 Agency will pull the employee in using PES001 as a transfer with no break in service, selecting
Transfer from non-PMIS agency. This will result in a Rehire PSE002

 R2 Agency will need to create the BES record, if applicable
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/j Transfer Employees to/from R2 Agency

Scenario 3: Employee currently in R2 Agency with a PMIS record, but No Cardinal Record, is transferring to
an R1 agency (Between R1 — R2, PMIS nightly interface is loading Empl ID and SSN to Cardinal):

« R2 agency will terminate the employee in PMIS
* R1 Agency will retrieve the existing EmplID in Cardinal using Employee Search Match

« R1 Agency will hire the employee in Cardinal including personal data as well as position/job data

Scenario 4: Employee transfers from R2 to R1 agency then transfers back to the R2 prior to R2 Go-Live:
« R2 agency will terminate employee in PMIS
« R1 Agency will retrieve the existing EmplID in Cardinal using Employee Search Match
 R1 Agency will hire the employee in Cardinal including personal data as well as position/job data
When processing transfer back to R2 agency:
« R1 agency will use the TER/XFO Action/Action reason to terminate employee in Cardinal

« R2 Agency will pull the employee in using PSEOO01 as a transfer with no break in service, selecting
Transfer from non-PMIS agency. This will result in a Rehire PSE002

« Employee transfers from R1 to R2 agency then transfers back to R1 143



/j Transfer Employees to/from R2 Agency

/" Scenario 5: Employee transfers from R1 to R2 agency then transfers to a different R1 agency prior to R2
Go-Live:

« R1 agency will terminate employee in Cardinal using the TER/XFO Action/Action Reason

» R2 Agency will pull the employee in using PSEO01 as a transfer with no break in service, selecting
Transfer from non-PMIS agency. This will result in a Rehire PSE002

When processing transfer into the different R1 agency:
« R2 agency will terminate the employee in PMIS
« R1 Will use the HIR Action and applicable XF __to Transfer the employee into empl record O

Scenario 6: Employee transfers from R1 to R2 agency then transfers back to same R1 agency prior to R2
Go-Live:

« R1 agency will terminate employee in Cardinal using the TER/XFO Action/Action Reason

* R2 Agency will pull the employee in using PSEQOO01 as a transfer with no break in service, selecting
Transfer from non-PMIS agency. This will result in a Rehire PSE002

When processing transfer back to R1 agency:
« R2 agency will terminate the employee in PMIS

 R1 Will use the REH Action to Transfer the employee back into the same empl record
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}/ Opening a Cardinal Help Desk Ticket
/

The Cardinal Post Production Support (PPS) team is always available to help if you encounter an issue that
cannot be resolved at your agency/locality or by using training materials.

When opening a Cardinal Help Desk ticket through the VCCC, here are some tips that will help resolve your
issue faster:

+ Use “CARDINAL” in the subject line

» Be sure to include your contact information including an email address and phone number at which you
can be reached

» Details, details, details! Information such as the module you're using (HR, Payroll, Benéefits, etc.), the
screen/tab you are looking at, the actions you are attempting to perform, and any error messages are all
important

« Sending screenshots? Attaching screenshots is a great way for the PPS team to see what is happening.
However, DO NOT include personal information on those screenshots. Make sure sensitive data is blurred
out or cropped out

« DO NOT send “encrypted” emails (i.e., Virtu) to VCCC for ticket creation. You should not include protected
personal information (SSN, Birthdate, address) when you submit a ticket. When this type of information is
required in order for the issue to be resolved, please send a separate email to the respective Cardinal PPS
Team email account using Virtu so that the PPS Team member who works on the issue can open the
protected email
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V4

» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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7 Creating and Maintaining Position Data
/

1.0 Setup and Maintain Employee HR Data - 1.1 Create and Maintain Position

1.1.1
Agency HR
h Determines Meed to
CreateMaintain
Paosition

116
Load Position
Uplzad File

L

117
Agency HRE Reviews
Emmor Report

1.1.2
Agency HR
Determines the
Pasition Mumbser

Cnline
Cardinal HR
Agency?

b

1.1.3
Agency HR
Enters/Updates
Faositicn Data*

fes

Update
Agency HR System
Reguired?

*Transactions that affect a large volume of employees can ba mass
uploaded through the 1.2 Mass HR Data Maeintenance business process

4

1.3
Maintain
Employes
Data

fes

Update
Incurnbent Job
Dats?

1.1.4
Enter/Update
Default Posiion
Funding*

1.1.5
Generate
Faosition Data
Extract

F

1.1.8
Run Batch
Program to

Update EFR
Tahbles

F

1.1.10
Agency HR Updates
EFR Counts if
Meceszary

End
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g/ Hiring or Rehiring an Employee

1.0 Setup and Maintain Employee HR Data — 1.2 Hire/Rehire Employee

1.241
Agency Autharizes
Mew Hires
Rehire

—

1.23
fgency HRE Enters
S5M o Find Exisling
Mastch fo Obtain
Employes 1D

Person
Ha= Valid
SEM or Updale ta a
Temporary
SENT

a

d

1.2.2
Apency Subimits
Faem 1o DHREM {o
Cibtain Temparary,
ZEM

14
Transler
Employes

*“Transactons that aflect a large volurme af employess can be mass
upkiaded throwgh the 1.9 Mass HR Data Maintenance business prooess

Ohtain
Emplid Cafzre
Upkzad ta
Cardinal?

Person
Already Exsls?

Was

¥ ]

1.2.4
Agency HR Enters
Persanal Data and
Obstains Employes 10

Ma
19.4 '| 4.0
Aadrninisber Tiene &
Atrendance
Emplaye
Satup
L I

Qnline Cardinal
HR fgency?

1.2.10

1248 Agency HR
Load Employee Updates
Data Uplaad File Agency HR

Syslem

1.24
Apuncy HR Reviews
Error Repor

Upddate
Agency HR System
Reguired?

1.25
Agency HR Enters/

Updates Job/Parsanal
Diistia®
=
F
128
Agercy HR Entars!
U pdabes Service!
Anniversary Infzrmation
{IF Applicable)
L
127
Ho Generate
Emgployee Dala
Exlract

| Ered

Ry SMAI2020
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7 Maintaining Employee Data
/

1.0 Setup and Maintain Employee HR Data — 1.3 Maintain Employee Data

1.21
Datzrmingz
Meed o Wiew!
Change
Emplayss Dats

1.32

Vigw—s  Employes Visws

Datain E35""

Emglay==
All= ta Updats in
ES5™'7

Additions]
urnenkstio

1.2.4 B 1
Submit Fequired . Mdr:ml'
Crocumentstion fo D?-Ju;neand?" 2E:
Agency HR Bar

19.0 Administer
Ewvent

W

Maintenancs %

138
Generate

Yee ‘fes
¥
Mo 133
Employee Updates Approval
Personal Data in Requirad?
EZS™
i
¥ ¥
1.3.11 1.5.13 137
Laad Employes Agency HR Agency HR
Data Upload Updaies Agenay Updates Employee
Filz HR Sys=tem Data*
L4
- 1.3.10
A _ Agenay HR
Agency HR Reviews Wotifies Requester
Error Repart of Cienied

""Employee S=f-Senice
*Transaciions that affect a large velume of employess can be mass uploaded throwgh the 1.9 Mass HR Data Maintznance business procecs.

Request

Employee Data
Extract

1.248
Agency HR Files
Required
Documentation in
Personna Faldar,

Rew 1282020
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nloyee Transfer

1.0 Setup and Maintain Employee HR Data — 1.4 Transfer Employee

Agency HR
Authorizes
Transfer

Proposed
Change Allowed by
Policy?

Yes
¥

142
Agency HR Sends

Documentation to
DHRM for
Review/Approval

DHRM
o Approves?

Yeas

Online
Cardinal HR
Agency?

149
Load Employes
Data Upload File

1.4.10
Agency HR Reviews
Error Report

1411
Agency HR
Updates
Agency HR
System

Yes

Update
Agency HR System
Required?

Yes—

1.6 Separate
Emplayee

L 4

Intra-agency
or Inter-agency
Transfer?

nira-agency

Update Employee Job

143

Inter-agency

13.0 Time and
Altendance
Employee
Setup

¥

Sending

1.4.8
Sending Agency
Forwards Appropriate
Documentation to

Receiving Agency

Sending
or Receiving
Agency?

Receiving

r

1.2 Hire/Rehire

Employee

146
Agency HR Files

Data
19.0 Administer
Event
I ». Maintenance
144
Agency HR Reviews
Employee Record for
Accuracy
147
! Generate
Employee Data
145 Extract
Notify
Requester of
Change

Appropriate
Documentation in
Personnel Falder
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/ Maintain Leave Status
Y4

1.0 Setup and Maintain Employee HR Data — 1.5 Enter and Maintain Leave Status

| Siart

b J

1.5.1
Agency HR.
Ceterminas
Changein

Leawe Siatus

152
Agency HR
Recaivas
Appropriate
Dacumentation

Cnline

18.0
Administer

Cardinal HR
Apency?

Ju]

153 1.5.4
Agency HR Updatzs Apgency Payrel
o ™ Emplay=e Job Dats or > C;?-:-mplgt?
Additional Pay MpEnsation
Workshest

1.5.8
1.5.8 Agency HR. 154
Load Employse Updstas Generate
Csta Upload File Agency HR > Employes Data
System Extract
¥
1.6.7 Update
Apency HR Agency HR o
Reviews Emar Systam
Regart Requir=d?

1.6.5
Agency Payroll Enters
SPOT Transactions

End

Pl 102802020
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»/ Separate Employee
/

1.0 Setup and Maintain Employee HR Data — 1.6 Separate Employee (Voluntany/Involuntary)

161

Agency
Determines Meed
for Separation

162
Agency HR Recsives Plar=ment
Approprista Optian
Ciocurnentztion Identified?

Layafff
TWFR®

Cmline Cardinal
HR Agency?

Type of Change?

O

|

1513
1.6.1 Agency HR
Lo=d Emgloyes Updates
Dats Uplaad File Agency HR
9!||'51El'l'| ko
Yes

¥

1612 Update Agen
Agency HR Revizwms HR System
Errar Report Fiequired?

“Transzctions that affect a large volume of employees can ba mass uploaded thraugh
the 1.8 Mas= HR Data Maintenanca business procsess.
"TWFR - Temporary Workforce Reduction

1.4

Transfer
Employee

1.6.4
Agency HR Fleviews
Emiployee Recard for

Arcuracy

14.2
Manage
a Absenca
Reporing
¥
18.2
Agency HR Updates
. Employs= Job Data or
Separation,
Retirsmant, Additional Pay*
Recall, &
Terminate R=zall,
End TWFR"

14
Transfer
Employss

;

‘Segaration from
Layoff Siztus?

es

1.1
Create and
Mzintain
Position

Layoff Type
Enhanced
Retirerneznt?

as

185
Agency HRL
Calculstes Time
to Add o Years

of Sendce

Flew 2142020
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parate Employee

1.0 Setup and Maintain Employee HR Data — 1.6 Separate Employee (Voluntary/Involuntary)

1.6.8
Agency HR Files
»| Feguired Documeantztion
in Personnel Folder

e

167

Agency Sends Form
ol Documenting Changes to

WRE (Retirement/Layoff)

\u/"'"'_""\

1.6.8
Generate
Emiployee Data
Exiract

L

¥

1.6.8
Agency HR Motifies
Agency Payroll fo
Adjust Pay
{If Applicabls)

1.8.10
Agency HR MNotifies
Agency Absenca
Adminstrator to Adjust
Le=we Balances
{If Applicable)

18.0
Adrminister
Ewent
mintenanc

L

Rev 27412020
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/ Mass HR Data Maintenance
Y4

1.0 Setup and Maintain Employee HR Data — 1.9 Mass HR Data Maintenance

192
Agency

1.91

DHRM/SPO
Required to Load

183
Send Template
to PPS/SPO

194
PPS/SPO Loads
Mass Updates

h J

1.95

197

F

Agency Reviews Error Log

Determine Meed
for Mass HR Completes
n
Update™ Template Updates?
Mo
L
196
Agency Loads Mass »
Updates
Yes

Resubmit Large
Volume?

*See originating process flows

Mo

v

198
Enter Manual Updates
(If Applicable)

PPSISPO Reviews
Error Log & Sends to
Agency

End
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» Updating Employee Compensation
/

1.0 Setup and Maintain Employee HR Data - 1.10 Update Employee Compensation

@ 1108 70 110.10

Agency Records Bropese Agency Generates
Bonus an Rewsrds - Payrull » HRPY I—
1.10.1 and Recagnition Reconciliation
Determinz Page"s Report
Me=d for Pay
Change Bonws
roposed 1.10.4 1A0E 1106 1.10.11
Change Allawsd Agency Generates ompensatior Agency Enters! | Agzncy HR Reviews - Generate
by Policy! Comgensatian or Banus? Updates Employes Employas Record far Employes
Edit? Repart Jok Dats* Arouracy Data Exfract
&
o
¥ L
1.10.2 5.0 19.0 1107
1.10.12 P -
Am{i}:i&;: £ Load E"‘E"I"H'HE Adrrinister ﬁ'ﬁnr:g;j R
to DHRM for Er&FEﬁ:jEFE:EH F';?-’;"gﬁ .-'IaiEEr:nF Requester of
Review! H B Cata Change
FApproval
W
* 1108
11013 Agency HR Files
A OHRM 5 - ﬁ@aﬂﬂ?’ HE Baviews n F‘Ea_'qUII'Ed_
P’ ErrRgor oo
Falder
o
¥
1102 ¥
DHRM / f End

Motifies
Requestzr

*Transactions that affect a large walume of employess can be mass uploaded throwgh the business process 1.9 Mass HR Data Maintenance
+5ee 3.3 Enter and Maintain Rewards and Recopnition

155

Few 112472020




7 Maintaining Employee Additional Pay

/
5.0 Maintain Employee Payroll Data — 5.1 Maintain Additional Pay

a1
Subrnit Additional 512
Y BE— g Pay Sounce Agency Updates
Document Additional Pay*

7o
Yas__ gl Process Fayroll

Refroactive
Additianal Fay?

Oinline Cardin

HR Agency?

¥

¥

514
Load Emplayes -+
Data Upload Fil=

w

515
e pdats Apg=ncy HR
F'QEHGFHRE'-I'EH_ Errar System Fequired? Ho

* Tranz=ctians that affect a large volume of employeess can be a mass uploaded through
the 1.9 Mass HR Data Maintenance businsess procass.




,} Administering Salary Plans/Grades/Steps
/

2.0 Administer Salary Plans - 2.1 Administer Salary Plans
212
s DHRM Updates
Salary Stnuchres
213
Apency Specific . Agancy HR Adde/
Alemate SElAry o Updstes Salary !
Flan Steps
1
Ved
Z18 218
Agenay Submits Salary Steps FPS Updstas S0
Elequest io DHAM for
Altersle hwgl s
Salary Groca
Wied 2*.[,
Allemaie Grode ;::'E I.I.Pﬂll“:
Salary Grade.
DHRM Agproves Communicates Vihan
» Altermate Salary Complete
Grade?
Agenoy Mesd 1o _
ko ndd Salary Steps? il
He W
; * End
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7 Entering and Maintaining Disciplinary Actions
/

3.0 Maintain Additional HR Data — 3.1 Enter and Maintain Disciplinary Actions

314
Agency

5 Detarrnines Masd

far Dizciplinany

Actian

¥

312
Agency HR
Rersives
Ciacumentation

513 31T
es—p Agency HR Entars » Agency HR

. N Fil=s Rieguired
Wittan Matice Y Documentation

[

Mewy Writt=n
Motics?

1.0
Sefup and
314 ¥
Add Maintzin
L Apgency HR. Adds -
Dlmlpllnfry fes— Disciplinary Aetan o #*. Employee HR End
ctian: Yritten Motice Data F?

*

314 A Il
. . Dizciplinany —_
Mladify Witien Apsncy HR - Agency HR Motifies
Noic? YR |ndates or Deletes Aetian on Jas e DHRM to Modify
Witien Motice ' Jok Record

Ha
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3.0 Maintain Additional HR Data — 3.2 Enter and Maintain Performance Ratings

7 Entering and Maintaining Performance Rating
/

Eeginning of
Anneal Feview
Cycla?

1.0 Satup and
Maintain
Employee HR
Data

32k

ez wl Agenoy HR Updates

Siatus Updsted
to Successhul?

*Transactions that affect a large volums of employess can be mass
uploaded thraugh the business process 1.9 Mass HR Data Maintenance

Yes
l ¥
di4

322 223 i

- HR: Rew
-“-QEHE:].’E.I-I%F;IDEFauhs > ;‘%EHF? EUPIEW{EDF Agency HR Enters/ > ﬁgm?mplﬂ}lee =

bl Wic ¢ oG il -
Performance Ratings* \L;ji_’f_ni F:glpdr at—"nEE’"RF'IE;'&"'nE;S‘ Performance Ratings

Re-evaluaticn

1.10 Update
Employea

¥

Carnp=snsatian

327

evaluation Date and
Siatus

Agency HR Eniers Re-

es

= Rating a Below
Contributor?

orreciion
of Lpdats to
Fatings
MNeaded?

Camaction
125
326
Agency HR Contacts
OHRM Carmrects DHRM 1o Corract
Ernployee
i i Perfarmance
rfiormance Ratings Ratings

By 1609 A
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» Entering and Maintaining Rewards and Recognition
/

3.0 Maintain Additional HR Data — 3.3 Enter and Maintain Rewards and Recognition

3341
Agency
Detzrmines Need
far Rewards and
Recognition

¥

132
Agency HR. Recsives
Ciocumentation for
Rewards and
Recognition

Leave Award?

Mo

as

b

323

. 334

Cardinal Agency HR Reviews Agency HR Enters!
Abse A O] Rewsards and * | [odates Reward 4

ence Agenay? Recagnition Sumrmary pdaﬁ: Er:;?nné an

Report Cegnd

Yes
142
Manags Absence

*Transactions that affect a larg=s welums of employsss can be mass
uploaded through the business process 1.9 Mass HR Data Maintenancs

= Riaparting

235
Agzncy Enters
Leave Swards

in Leave

Systerm

Rew 172213020
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y Cardinal HR Levels
Y4

The Cardinal HR Level drives the HR data that is required in Cardinal HCM.

Cardinal HR Levels

Performance | Disciplinary | Rewards/
Salary/Rate | Evaluation Action Recognition
Position Data | Job Data Data Data Data Data
HR Level Required Required | Required Required Required Required
Level 1 — Full HR Full Full Full Yes Yes Yes
Level 2 — Medium HR Full Full Full No No No
Level 3 — Basic HR
Default/Dummy
Position
Information Only Basic No No No No
Level 4 — Employee
Position Report (EPR)
Only None None None No No No

Note: Not all Agencies use all of the Cardinal HCM functional areas.
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}) HR Data Relationships Review
/

Position

a role in the
organization

(& -
7

Pers

information
specific to
a person

onal

St LELPFUL DATA DEFINITIONS

links the person
and the position

)

9

First, HR gets
offline approval
for a position
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/,) Hiring or Rehiring an Employee (continued)
yd
When the hire process is complete the entire employee record is added into Cardinal.

o Position Data Position #: DOA10001

Employee ID: 00100123400

Position Sr Account > _— Name: John Doe
intion: Analyst S -

Bescmpton. 4 ) 123 Main Street,

W Address: Richmond, VA

Business Unit: 15100 L 23222

SSN: 123-45-6789

Reports To: DOA10003

Each employee must
have at least one position
with basic identifying
information

Employee ID: 00100123400
J ob Data Position #: DOA10001
Action: Hire
Action Reason: New Hire
Effective Date: 01/15/2020

Benefit Program: Salaried Benefits(
_ 2 Program

Pay Rate: 40,200.00/yr
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}) HR Data Relationships Review
/

-

/,) 1) Position Data | 2)Personal Data 3) Job Data

Position, Personal, and Job data are

important to get right because they impact: |

Time and Absence Enrollment

Benefits Eligibility
Pay f] 1) Posmon Data | 2) Persol Data 3) Job ata

Combined, these three
concepts are the foundation
for understanding

Cardinal HR Data Relationships |
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